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PREFACE

ERIC SYSTEM OF MANUALS

The following manuals govern ERIC's policies and procedurec

I Poky and Aehnfaistrative Prueedures Manuals

A. WC Policy Maimed
B. Administrative Procedwes and Gs% defines for ERIC Clearinghoup Management

II. Operations Manuals

A. WC Processing Mound (EPM)
B. User Semites and Reference Mammal
C. PublicationiProdesct Preparation Manual (Projected)

The ERIC Processing Manual is the operations manual concerned with bibliogra; hic database building.

ORGANIZATION OF EPM

The ERIC Processing Manual (EPM) is organized into ten (10) major Sections, each dealing with
a major functional work area ke the clevelopment of the ERIC bibliographic &Ohm. Each is designed as
an indepeadent moduk that contains all that is necessary to perfarn the function involved. Each has its
own subject index.

There are three supporting weediest one providing subject scope statements for each ERIC
Clearinghouse (to be toed in migning doemonis to Clearinghouses and transfening docennents between
Clearinghouses): one providing guidance for the physical preparation of documents for microfilming, and
one detailing each Clearinghouse's special indexing practices. In addition, there is an extensive glossary
(and acronym list) providing definitions far various technical terms used throughout the ERIC manuals.
A cmprehensive subject index provides easy access to the content of all &edema.

SECTION Trriz ramegio NUMBER OF PAGES

4.

I Introduction (An Overview of ERIC)
II Acquisitions [Am:using Documents/Articlas foe ERIC)

III Selection (Seloctieg Documents/kernals to be Nocessedi
IV Henan and Shipping Working. Logging. Mailing Input)
V Cataloging If:mating Descrip6ve Oakes)

VI Abstracting/Annotating (Writing Brief Narratives of COMUlt)
VII Indexing !Assigning Subject Index Terms)

VIII Vocabulary Development and Mainmast=
Fart 1 Descriptors rThesairms Upkeep)
Past 2 - kketifiess PAL Upkeep)

IX Data Entry [Keying and Transmitting Bibliographic Data)
X Database Claws (Pon-Publication) (Dace& Modifications)

Appendix A

APPendis B
Appendix C

ERIC Clearinghouse Seer of Iowan Guide
Document Properatiou (For Filming)
ERIC Indexing Handbook (Qearinghouse ladexing ?maims)

Glossary of Terms (and Acronym list)
Index

27
56
40
42

212
38
60

182
5$
56
16

Subtotal 787
144
20

137
Subtotal 301

35

Total 1.123

June 1992
I-v

ERIC Processing Manuel
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I. INTRODUCTION

A. General

The purpose of this Section is to intro:him die major organizational conwoneins of the
Edicational Resources Information Center (ERIC) Bram mid the major products produced by
those componans. Section LB provides a concise diseriptkm of the functions performed by each
empirical Section LC provides a concise description ri each product

As shown in Figure I-1, the components of the ERE system are:

Central ERIC

ERIC Clearinghouses
Adjtmct ERIC Clearinghouses

Support Contractor It/Say/ea
ERIC Processing and Reference Facility
ERIC Documat Rep:eduction Service (EDRS)
ACCESS ERIC
U.S. Government Printing Office (GPO)

Private Sector %Mors
CIJE Publisher
Online Access Vendors
CD-ROM System Vendors
Other Vendors, e.g., Journal Article Reprint Services

Cemml ERIC is a program tem within the U.S. Department of Marsden, Office of
Educaticeal Research and Improvement (OERI), and is the Governmental arm of ERIC.

The ERIC Clearinghouses art nonrprofit contractors located amiss the country on a
decentralized basis within universities or non-profit organizations having a pre-existing interest in
the subject area covered by the Clearinghouse.

The ERIC Pmcessing and Reference Facility ("ERIC Facility"), the ERIC Docament
Reproducties Service (EDRS), and ACCESS ERIC me all for-piefit wort contractors providing
technical and professional services for ERIC on a centralized basis.

The U.S. Government Printing Office (GPO), while not a formal member of the ERIC
system is. in effect, the printing contractor for ERIC's monthly abst.ract jotsmal Resources in
Education (RIE).

The private seam vendee's, that offer the public various value-adied products/savices
based on the ERIC database, am not contractors to the ERIC system, bet ERIC depends heavily
on such entrepreneunal* vendors to achieve wide dissemination of its data (at no cost to ERIC).
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hdroductko

Bill mailing addresses, telephone numbers and staff namenflitles for each of tbe formal
ERIC components may be found in the ERIC Network Directory, which is revised spFosimately
every * months and distributed throughout the system. Full mailing addresses, tekphone
numbersould brief scope mites for all ERIC commutes can be found in the regularly revised
ERIC Ready Reference 16. Adl mailing addresses and telephone munbers for the nitOor private
sector vendors can be tend in the Pocket Guide w ERIC Indium

Each organization is &sand brkfly in this Introduction, highlighting the mu* factions
and responsibilities of zilch the wain to datebee-bnikling. The meander of the ERIC
Proms:Mg littuutai (12Phi) coesists principelly of detalkd procedures and guidelines to be followed
by the ERIC Clearinghouses in the performance of their database-building misted functions.

The banal madam of the ERIC Facility, ERIC Document Reproduction Service
(EMS), ACCESS ERIC, CUE Publisher, and Cathal ERIC, we not covaed by this Manual.
Processing intesuctions among the system conwonents are depicted schematically in Figure 1-2.
An historical introductioe to the ERIC system. pooviding sme background and an explanation for
the proem decentralized smut, is given as Figure 14.

The major deabase-telated products of the ERIC system are:

Resomrccs in Eduction (RIE)
--241onthly abstract journal, covering documents

Current Index to Journals in Education (CUE)
--Monthly abstract journal. earning Joon& articles

Thescants of ERIC Descriptors
Sthjoct indexing tam authority list (controlled)

Idengler Authority List (IAL)
Sugnilanentary subject index term list (semi-controlled)

ERIC Database (in machine readabk form)
Magnetic tapes OIRICTAPES)
--Online files
CD-ROM systems

Document Reproduction
Microfiche
Paper Copy libwback

Journal Article Reprints

ERIC Clearinghouse Publication
Monographs, Reviews, Bililiographies, Syntheses, etc.
Digests

Section LC Welly &scribes cadi of the above products.



Document Source*

Department of
EduCation

Documente

Originators

Institution, Agency,
Journal, Publisher,

Et.

ERIC Database System - Major Processing Interactions

ERIC Database Processing System

4

Central
ERIC

ERIC
FacNty

Contractor

1. maior 'Tuts

Facty Accprisidone Prognun Receipts
(Docwnents Recidved via Specific
Requests or Automatic Arrangements)

1-2 Department at Educatbn Documents.
Including Those Generated by
Contactors and Grantees

1-3 Documents Acquired by
Cleadnghousee via Specific Recpest or
Automatic Arrangement

1-4 Education-Related Journals

14

IA

CUE
Publisher

EDRS

T - Major hits-System Transfers

11 Doctimsnts to be Assigned to Clearinghouses
1-2 Documents That are Within ERIC'S Subject

Scope -Assigned to Clearinghouses on tie
Basis of Individual Clearinghaume Scope of
Interest Slatements

talitslagaDalaBegari Working copies of
Ifieffilliall aid Stactithudect ratEn
ramadateralki. Mbar& end other
kilemai fools

T-4 Accessioned and Processed Documents (not
articles)

1-5 Resumes (Etbioraphic Date) for DDCWTleflts
and Articles (Transmitftd °dna)

1-6 Unedited CIJE Data (Chectred for dupkales
and valid Index terms)

1-7 Thesaurus Tapes; R1E Tapes
T-13 CUE Tape (Edited data In ERIC formal)

1-9 RIE Tape (Videocomp format)

1-10 Accessloned Documents end Single-Frame
Resumes

1-11 Notification of Added, Deleted, or Changed
Journal Coverage (For CUE °Source Journal
Index")

FIGURE 1-2: ERIC SYSTEMPROCESSING INTERACTIONS

ERIC Users

Teachers,
Administrators,
Researchers,
Counselors

Pwente
Students,

etc.

0 . Major Outputs

0-1 RE Sates and Distrtrutbn
0-2 ERICTAPESIERICTOOLS Sales

and Distribution

0-3 Micrattche and Paper Copy Sales
and Distrbution

0-4 CUE Sales and Diebibution

0-5 Clearinghouse Put:lb:Arne Sales
and Distribution



ERIC Educational Resources
Information Center*

ERIC stands forgducalionadliesowoesInfonnation reenter. ERIC was orighally conosiard in the U.S. Office
of Er Arcstion in the mid-1060's as a system for providing ready mess to the educational librrature. At the thne ERIC
wee fimt discussed, the !iterative of education was urtoontroasd. Reseadt reports, submitted to OE by their contractors
and grantees, received en initial scattered tiletribtrtion and then essentially disappeared. Reports from other sources
generally remained squally bacceseble. ERIC was branded to correct Vie chaotic sibration and to provide a foundation
for subsequent information analysis =Min and attempts to spread the we of current developmerds.

Because of the decentralized nature at American education, the many speciattatbm, and the existence of
numerous professional organizations, ERIC* designers opted kw a network of organizations rather than a single
monolithic information center boated in Washington. ERIC was conceived, therefore, ea a network DI *clearinghouses,*
loaded awes the =may hi "hosr organizations that were simady strong in the sublieid of education In which they
would operate.

Contracts with Clearktehouses origin* gain them responelbffity for accedring and selecthy ell dor:wants
in their area and for °processing° those cbcuments. Trocessing includes the familiar surrogation activities of
cataloging, indexing, raid abstroting. Ws scheme has waked out very wet Maly al observers of ERIC have
concluded over time that the network of Clearinpouses doss a better job of identilykig and obtaining the current
literature of education than one single information center kr Wesithigton could ever do. WM their swatted subject
expertise, Cloperin0ouse baff 430 well qualified to manage ERIC do:anent selection fimcdons. Orroentrailzation has
paid off as mil for Wonnation analysis and user services actillities. However, deoentralizalon was not the complete
answer. In order kr pftrate products that included the clout of all network componerds. Wetteetiee gethered htf the
Clearinghouses had to be assembled at one =NM place. ERIC's final design, therefore, included decentralized
Cleeringhouse operations krtegrated around a want computerized facillW which serves as a switching center for the
network. The date recorded by each of the CiearinOrouses am sent kr the Facility to form a central database from
which publications and indexes are produced.

A similar design decision was made in order to supply the public with copies of reports added to the system.
In order for ERIC ta make documents available Instead at just Worming users that a given document adeted, it was
necessary aprovide a document reproduction service from which any non-copyrighted document announced mild be
obtained. (When permission le obtained, copyrighted manias are also reproduced.) In Whet words, ERIC was
developed as a complete document announcement and retrieval service.

Both of these centrailzed services had entrepreneurial aspects. The government obviously muld not atbrd
to subsea:re every wror's document needs. The doorman reproduction effort had to become self-epportko or it %could
become too *twelve within Federal budgets. Therefore, users had to pay for reports they wanted. kt the same way,
disseminetkm of the database is not sank:bed by the tapayen persons wanting ERIC magnetic tapes we rewired
to meet order processing, tape, and &vacation costs. The Federal government limits its investment in both areas by
generating a fundamental database and then permitting the privea sector to market k at wines as advantageous to the
public as possble.

in support of this &Amway, and also because the centralized operations depended on the use of then advanced
technologies (computerized photocompositicm and micromprographic technology), these functions were located in the
commercial sector.

ERIC, tharefore, emerges as a network with four levels. The frct Of governmental level is represented by
Central ERIC (the funder, policy .atter, and monitor). The second or nomprofit level is made up of ; k:learinghouses
located at universities or professional societies. The third Of commercial level consists of the centralized facilities and
support contractom for managing the database, putting out published pmducts, making microfiche, and reproduckig
documents. Fourth are the users (teachers, administrators, researchers, policymakem, counselors, parents, students,
etc.) who receive the benefit of these activities.

"Now locead within:
Office of Educational Research and improvement (OEM)
Department Cf Educaion (ED)
Washingion, DC 20208

FIGURE 1-3: ERICAn Historical and Developmental Profile

June 1992
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B. ERIC System Components

I. Central ERIC

Central ERIC is located within the Office cif Educational Research and
Improvement (MI), U.S. Department of Education. sad acts as the fading source,
policymeker. manager, and monitor of the ERIC system. Activities of al other
comma* of the system are monitored by Cesthal ERIC to ensue contract compliance
and quality ixothacts and service& ME progmm staff make policy and budget
determination& establish goals and hi= direedon& plan systemwide activkks, and
appmve development of new products and services. All questions rdating to basic ERE
peados should be diluted to Genital ERIC.

2. ERIC Clearinghouses

The ME Clearkighouses have msponsthility within the network for acquiring
the signant educadonal literati= within their patient& scope, selecting the highest
quality and most relevant material, and processirg (i.e., cataloging, indexing, abstmcdng)
the selected items kr immt to the diabase. It is these database-buikling procedures that
me covered by this Mannal. In addkion, Clearinghouses provide reference and retrieval
service& develop information analysis pmducts, conduct workshops and make
preseMation& and generate other types of communication links within the educational
community. These latter output functions ate not coveted by this Mensal.

Them art cummtly sixteen ERIC Clearinghouses located at various points moss
the United State& each housed at a non-pmfit institution. The =ober ti Clearinghouses
has fluctuated over time, in response to changing educational needs and policies.

The major Clearinghouse functions covered in detail by this Mammal are as
followic

Acquisition of Resowce Materials (Documents and Imolai Articles)

Selection/Evaluation (Tanta Sananing)
Scone (in/out) Determination

Quality Level (Sufficient/Insufficient) Determination

DocumeM Control
Duplicate Checking

Reproducthility/Legthility Checking
Copyright Status Determinatitm
Level of Processing Determination (1. 2. or 3)
Labeling (Policy and Copyright Labels)
Accessioning (Logging, Assigning Clearinghouse Accession Number)

Document Processing
Descriptive Cataloging
AbstractingfAnnotating
Indexing

17
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Handling and Shipping

Vocabulary Maintenance (Suggesting New Index Terms)

The *or Clearinghouse functions not covered by this Manual can be briefly elabosated upon as
follows:

Developing Clearinghouse Pub Ikeda=

Clearinghouse publication may include research reviews. papas summarizing co
synthesizing given topics, digests (two-page syntheses, with poth(ers to additional
sources), bibliographies (mooned and unannotated), nate-of-the-art papers, monographs,
guides to a field or to the litentum of a field. and a wide variety of other information
analysis publicmions. The particular pmducts develcoed by a given Clearinghouse will
depend on such Was as: the riser group saved: piosities established by Clearinghouse
gait Clearinghouse Advisory Road input Central ERIC and MI supests, priorkies,
and initiatives, etc.

Pneviding Reference and Retrieval Services

Reference assistance and IttrieVai services are provided to individual users. These
services may include conducting and limit* results of Warm searches, devekiping
tailored bilillogmphies, identifying sought-after documerns, and providing information on
the ERIC system and its use. Refermis to other databases and sousces of information roe
also made.

User Services

Coudixting Workshops sod Presentations

Clearinghouses conduct workshop and make pesentations on how to use the ERIC
System and the paha* genenued by the system (Winding both basic reference
rooks sudt as RIE and CUE, and information analysis products). Education of the
user community in Leda to extend and improve system use is a constant activity.

Developing and Maintaining linkages with User Groups

A number of communication links, procedures, and products have been atablished
by Clearinghounas to psovide information to users and to obtain materials from
than, e.g., newsletters, wicks, regular journal columns, conference participation
(including exhibit booths), etc. Pmfessional association and the various
intermediate infonnation transfer units are vay heledul in achieving these
Clearinghouse *wives.

Each Clearinghouse is identified by a two-character alphabetic prefix
and all documents mad journal articles processed by the ERIC Clearinghouses for
Resources in Education (RIE) ar Current hula to lottnials in Education (CUE)

are assilned Clearinghouse Accession Numbers that begin with these prefixes.
A complete list of ail patine used to date (and therefore all ERIC Clearinghouses
that have existed to date) appears in Figure 1.4.



Figure 1.5 (ERIC Ready Reference 16) is a complete list of all
cannily operating ERIC Chainghouses, together with a brief indication of their
napective mopes of interea. The ERIC Nenavk Directory provides complete
mailing addresses, telephone numbets, and staff names and Wks for all
Clearinghouses. Amenity A of the EPM. the WC Clearinghouse Scope of
Interest Gude, provides a fuily detailed guide to the subject mates' and topical
areas emend by each Clearinghouse.

a. Mimed ERIC Ckariaghouses

Au "Mimi Clearirsghousen is an organization having a
special interest in a topic within a regular ERIC Clearkighouse's scope
and wining to affiliate itself with that Clearinghouse, at no cost to
ERIC, for the Impose of inpnwing billiographic control over the
literature in its special interest area.

Typically, an Adjunct Clearinghouse collects the specialized
liaise= in its ava of karat, processes that Wartime fcillowing ERIC
guidelines (i.e., this Mama° and then seeds the documents or journal
articles, together with the results of its processing, to the *parent* ERIC
Clearinghouse for * considention. The ERIC Clearinghouse then
applies the same sekctien crkeria, accessioning. and other procedures
that it would far say document received: the only difference is that the
processing data panted by the Adjunct need only be edited rather
than generated Inim match."

There is no prior commitment that every item input by an
Ad,Orrict Clearinghouse will be accepted by ERIC. Adjimct
Clearinghouses receive no funds from ERIC, though they generally
receive free of charge the regular forms, labels, authority lists, mammals,
and refereace tools rupiired for ERIC processing.

Atljtuct Clearinghouses am a way of improving FMC's
coverage of the Steratere of education without incurring substantial
adclitional processing costs. That at /Wend ERIC Clearinghouses
on Art Education, United States-Japan Studies, Litetacy Education for
Limited-Englisli-hoficient Adults, Chapter 1 (Compeusatay
Education), and Consumer Education. Additional Adjunct
Clearinghouses will be "conunissioned" as the opportunities arise.
(See Flgare 14 for a I* of current Adjunct ERIC Clearinghouses.)

b. ERIC Penmen

ERIC Partners are organizations =listed by the
Clearinghouses to aid in the process ci disseminating ERIC information
and to help provide documents and usa feedback for the benefit of the
ERIC system. In Mum, ERIC Fanners receive timely distributions of
ERIC information aid reduced rates on certain products.

19
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CLEARINGHOUSES-A COMPLETE UST (WITH PREFIXES)

PRERX CLEARNMUSE

AA ERIC Facial Contractor (Far RE)
CIA Publisher (For CUE)

AC Adult Ethic:Mon

AL Ungedstica

CE Aduk, Caw and Vocational Education
(Inckciirkg input of Mond ERC Cilvadnghouse for Comma.
Education, alma Arne 1991)

Mergad bsto CE In 1973

, Merged into FL kt 1971

Wont

Qum:sang and Personnel Services Cunent

CS

EA

EC

EF

EM

Reaft and Canmitticatbn SW*

Educatbnal Managament

Handbapped and Mad Children

Educational Fealties

Educational Media and Tectmology

Currant

Current

Cunard

Meiged into EA in 1970

Merged ktto IR in 1974

FL Languagss and Linguistics (inakodrag input of Adjunct ERIC Current
Clearkightxtse on Literacy Ederdion kit Limitad-English-noficiant
Adults, slam Saptambar 1989)

HE Higther Echscation

411

Current

IR Information Resotaces

JC Junior Colleges

U Library and Information Sciences

PS Elemantary and Early Clifidhoad Education

_

Current

Cum:

Merged Intc IR in 1974

Cunard

RC Rural Education and Small Schools Current

RE Rearing Marged into CS in 1972

SE Scienc., Mathematics, and Envtonmental Education Currant

SO Social Science/Social Shades Education (includkig Input of Adjunct Current
ERIC Cioaringhote. kir Alt Education and Munct ERIC
asanVtotata an Ward Statas-Aoan Studios, since March 1980)

SP Teacher Education Current

TE Teaching of English Merged into CS in 1972

TM Tests, Measurement, and Evaluation Current

UI) Urban Education Current

VT Vocational and Technical Education Merged into CE in 1973

FIGURE 1-4: ERIC CLEARINGHOUSFS-A COMPLETE LIST (WITH PREFIXES)

June 1992
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II CLEARINGHOUSES (and Other Network Components)

The ERIC Cleastighouses have responsUity width the network for acqtaring the significant educational
literature within their particular areas, seiacting the highest quality and most relevant material, procesehg
(I.e., cataloging, indexing, abstracOng) the selected items for input to the datithase, and also for providing
information analysis procksots and venom user services based on the database.

The exact number of Clearinghouses has fluctuated over time in response to the shifting needs of the
educational community. There are currently 18 Clearinghouses. These are listed below, together with fun
addresses, telephone numbers, and brief scope notes describing the areas they cover.

ERIC Clearinghouse on Adult, Career. and Vocational
Education (CE)

Ohio State University
Center on Education and Training for Employment
1900 Kenny Road
Columbus. Ohio 43210-1090
Telephime: (614) 292-4353:

(800) 848-4815 Fax: (614) 292-1260
All *vele of adult and continuing education from Weft Stems waning
through Professionel upettedno. The focus is upon femora cortatut-
ino to the papas& Owing of adults in a vanity of We sittations tau*
ly misted to adult roles We.. ocoupetion, few*, cidsonship.
orgordonfonot miadonships. retirement. and so font).

ERIC Clearinghouse on Counseling and Personnel
Services (CG)

University of Michigan
School of Educasion, Room 21011
610 East University Street
Ann Arbor, Michigan 411109-:259
Telephone: (313) 764-9492 Fax: (313) 747-2425
Preparation. practice. and kipoevisioo of arum o st sil educational
ewes and in eh settings. Theoretical development of counstaing end
guidance. Including Os nature of relevant barmen cheracuiriedcs. Vu
end results of personnel prectiess and procedures. Group Promos limn.
Wing, therapy. dynamics) and osse wort.

ERIC Clearinghouse on Eduastional Iffimagentent (EA)
University of Otegon
1787 Agate Street
Eugene, Dragon 97403-5207
Telephone: (503) 346-5043 Fax: (503) 346-5890
Id aspects of the gammons, isedeserdp. stiministration. end struc-
ture of public and privets oducationed orgardzedons et the elemontsiv
end secondary lime. including the provision of physics* SWOON for
their operscon,

ERIC Clearinghouse on Elementary and Early
Childhood Education (PS)

University of Illinois
805 W. Pennsylvania Avenue
Urbana. Illinois 61801-4897
Telephone: (217) 333-1386 Fax: (217) 333-3767
Al aspects of the physical. cognitive. social. emotional. educittionsi.
end mature) revoiopmant of clahlion. from birth through ow* adolss-
canoe. Ammo the topic& cowed rim prenatal and infant development
sod coor: moot eduttetient (ome end echoof rsiedonehips: homing the-
ory research and preatice mimed to chedron's elowdolinelat Praders-
don of early childhood towhees rand cerogivers: and educational
~ants and coonsounity rondos' for children.
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ERIC Clearinghouse en Hattdicapped and Gifted
Children (EC)

Council for Exceptional Children
1920 Association Drive
Reston. Virginia 22091-1589
Telephone: (703) 264-9474 Fax: (703) 264-9494

We asooets of Ole education end development of persons tor ad scow
who have disabindes or who we gifted. Including the delivery old types
of oducatirm-mistird ow*** to Masa groups. Inciudes Pf~tion. idam
tification and assessment. Intsivondon. end enrichment for thes
groom In both roomier end special sducidon settings.

ERIC Clearinghouse on Higher Education (HE)
George Washington University
One Dupont Orcle, N.W.. Suite 630
Washington, D.C. 20036-1183
Telephone: (202) 296-2597 Fax: (2=) 296-8379

AB Whets td the coriditiOne. Programs, and probiams at colleges and
watersides providing higher education OA.. four-year dogmas end be-
yond). The Includes: governance and menesement &MEW Manes;
lofar400libdionoi sninlasmO(Its; business or industry programs lead-
ing to a dogma lostfookroof roodovh at die codogolunivoraity levet
Fedend program& legal Muss end lettlidaton: tookosioniu educoden
kt.g.. medicine. law. etc.) and professional continuing educetion.

ERIC Oearinghouse on Information Resources (IR)
Syracuse University
Huntington Hall. Room 030
800 University Avaine
Syracuse, New Yost 13244-2340
Telephow: (315) 443-3640 Fax: (315) 443-5732

Eduastionel tadinoiogy and libreryfirdinestIon *Mande si as ocollsto-
lc Wee and with aS populations, including this preparation of profits-
sionsis. The made and dodoes of educational commtaticattion, so they
permin to teaching end Iseming (in both comendond and distance adu-
sodas settings). The operseion and management of Were* and infor-
mation mentos. Al aspects of inforinetion meneolanwst ond Infemistion
rechnetegy missed to &emotion.

ERIC Clearinetosise for Junior Colleges (IC)
Univessity of California at Los Angeles (UCLA)
Math-Sciences Building, Room 8118
405 Hilgard Ammo
Los Angeles, California 90024-1564
Telephone: (310) 825-3931 Fax: (310) 2064095

Dovalopment administration. sad ovelusten of tweedier public and
privets community and junior oeflooes. tesitnical Instkutoo. end twe-
lves' branch university campuses. Twolir coge cualentc. 4=4.
magi. essocao. Programs. support sannom. libraries, and community
wriest. Linkages between two-yesr colleges and busIneseRndustri-
al/community arganitedons. Articulation of ter- tora fillatiliss with
secondary Ind four-yew postsecondwy Ittedtutions.

Pieces** Masud 1-10 hose 1992
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4111
ERIC Clearinghouse on Languages and Lihguistict (FL)
Caster for Applied Linguistics
1118 22od Siren, N.W.
Washington, D.C. 20037-0037
Telephone: (202) 429-9551 Fax: (202) 429-9766
Longmont ani langimp Weems. Ail sallools of allOond nmqs
instruction and leernbig lit al commonly end mammon* taught

britudblii folOsb bradimilh- md
bilingual education. Cultural edusellati in die male* of mond Wimp
learning. inckallno intermiltund commterication, shay abroad. and
imemetionsi actimadonal washengs. Al moss of linguistics. WWI*
theoretical and toned Unguletice. sockdkigidetics. and
psychninguistios.

ERIC Clearinghouse on Reading and Communication
Skills (CS)

Indiana University, Smith Reseenvh Center
2805 East 10th Street, Suite 150
Bloomington, Indiana 47408-2698
Telephone: (812) 855-5847 Fax: (812) 855-7901
floorsing and writing. English fits firm language). end communicatiaw
skilis Nereid and nonverbal). Idadargartsn through =Sege. Weida
tonal/ or imergeneratianal lissracy. Aswan* end instructbnel
oevelopment in reeding. whine. soeskine, and ilitening. idandflostion.
diagnosis. and remedistion of reeding maims. Speech communicstion
(ncluding torenalcal. masa cantinureastion linoltedng loornadian).
interpersonal and smell group intantation anti interpresetionotwitodoel
and communication theory, end theatendrints. PrePnalbon of
Matrucconsi staff and reined personnel in se the above antes.

ERIC Clearinghouse on Rural Education and Small
Schools (RC)

Appalachia Educational Labonnory
1031 Quarria Soya
P.O. Box 1348
Charleston, West Virginia 25325-1348
Telephone: (800) 624-9120 (Outside WV)

(800) 344-6646 (In WV)Fax: (304) 347-0487
Curncukan end instructional prOgnime and researchievaluation efforts
diet address the aducetion of mama in mid schools ordistricts. sad
schook %wherever located. and schools or tlissica wherever located
that serve Amelican indlen and Maiden nagras. Iftiftlin Americans.
and migrants. or dun hese seagrgets misted to outdoor sducetion.
manta the culture. ethnic. iM economic. end social condidons
Met effect twee Stilsastistisl lastitudons end Iguana. Preparation
program, including misted services, trist Veineducation peofeesicsals
to wort In such contexts.

ERIC Clearinghouse fin- Science. Mathematics, and
Environmonal Edecarion (SE)

Mc State University
1200 Chambers Road, Room 310
Columbus. Ohio 43212-1792
Telephone: (614) 292-6717 Fax: (614) 2924263
scoot*. mstiwneoce, hrldinnarindtiectineiogy. and environmental
ilduCattOtt St id *vele. Thal folowIng topics when focused on irry of
the above breed mope way appetradone of laming theory: curriculum
and instructionsl meteriale; teschere and teacher sclucatarc educational
programs and project*: research and evolusthe studies; abOknOnftil
of educational technology and meat.

ERIC Clearinghouse for Social Studies/Social Science
Education (SO)

Indiana University
Social Studies Devekkpment Ca=
2805 East 10th Street, Suite 120
Bloomington, Indian* 47408-2698
Telephone: (812) 855-3838 Fax: (812) 855-7901
AN aspects of Sonia Studies end Sala Science Education. including
values eduoadon fend ele seals/ aspects of environmental education
and sex Wooden,. Intornadonel education. Marltioradve othablibm and
ereseduaur r. studios in ail sublime areas lg-12). Ethnic hsittege. gender
acuity, aging. and social bisallectiminadon topics. Mao covered are
mac, art and architecture as related to the fine ens.

ERIC Clearinghouse on TettehOr EateatiOtt (SP)
American Association of Colleges for Teacher

Educed= (AACTE)
One Dupont Circle, N.W., Suite 610
Wadsingson, D.C. 20036-1186
Telephone: (202) 293-2450 Fax (2(U) 457-$095
Scheid pemonnal at al Weis. Teacher mendonent. sostoon. temosing.

anrdnandOn. uaaan PreaW14011 art Mean*, preperation. evaluation.
retention. and retintiaint. The Ovary. philosophy. and Pradddo of
tosehino. Orpeatethal. adtelnistratian. fi* ee. and lapel Souse Meting
to Maw oduasuan programs end Institutions. Al aspects of health.
physical. reineettan. and dance ediasdon.

ERIC Ontringlierne on Tests, Measstrement, and
Etaluation (TM)

American Institutes for Research (AIR)
Washington Research Center
3333 K St., N.W.
Washington, DC 20007-3541
Telephone: (202) 342-5060 Fax: (202) 342-5033
AN ammo of tests and other measurement devices. The design and
inethottalegy of research. memensinent. and evaluation. The evekatien
of programs end projects. The aosacanon of tests, meeeurement,rind
Ervirkretion deviceafinetnenentetion in pideagonel grooms and

Programa.
ERIC Clearinghouse on Ilthan Education (UD)
Teachers College, Columbia University
Institute for Urban and Minority Education
Main Hall, Room 300, Box 40
525 W. moth Street
New York, New York 10027-9998
Telephone: (212) 678-3433 Fax: (212) 678-4048
no situational alterscanstios end experiences of the diversemist
mimic. social olasit, and linguistic 'reptilians In whim lendstiburben)
echos& Ciericain and Insolation of students from these PoPutitimis
and the emendation of Moir echools. The reledimehlO tif LubinWiwi*
to amemmities. The social and economic conditions Oa affect

urban populations. with pardoular attention to factory
thst piece urban students at risk educationally, and ways that public
and private actor pokes* an improve these conditions-

Educational Resources Inainnadon Center (Central ERIC)

U.S. Depazunent of Thineatioo
Office of Educational Research and Improvement (Onl)
555 New Jersey Ave., N.W.
Washington, D.C. 211208-5720
Teleithone: ('02) 219-2289 Fax: (202) 219-1817

ERIC Processing & Re&rence Facility
ARC Professional Services Group
Information Systems Division
1301 Picand Drive, Suite 300
Rockville. Maryland 70850-4305
Telephone: (301) 258-5500 Fax: (301) 948-3695

ERIC Document Reproduction Service (EDRS)
Cincinnati Bell Information Syrians (CBIS) Federal
7420 Fullerton Road, Suite 110
Springfield, Virginia 22153-2852
Telephone: (703) 440-1400

($0O) 443-ERIC Fax: (703) 440-1408

Oryx Press
4041 North Central Avenue at Indian School, Suite 700

Phoenix, Arizona 85012-3397
Telephone: (602) 265-2651

(800) 279-6799

ACCESS ERIC
Aspen Symms Corporation
1600 Research Boulevard
Rockville, Maryland 20850-3166
Telephone: (301) 251-5045

(800) 873-3742

Fax: (602) 265-6250

Fax: (301) 251-5212

hoe 1992
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ADJUNCT ERIC CLEARINGHOUSES

Adjunct ERIC Clearinghouse for Ast Education (AR)
Indiana University
soad Sham Development Center
2805 East 10th Sheet. Suite 120
Bloomington. Wiens 47408-2373
(812) 855-3838

Adjunct ERIC Clearinghouse on Chapter I (CHP-I)
Chapter I Technical Assistance Center
FRC Inc.
2601 Fomme Chyle East
One Park Fletcher Building
Sake 300-A
Indianapolis. Indiana 46241
(317) 244-8160

Adjunct ERIC Clearinghouse on Consumer Education (GI)
National Institute for Consumer Education
207 Rafters Building. West Citric Drive
Eastern Nfichigan University
Ypsi hod, Michigan 48197
(313) 487-2292

Adjunct ERIC Clearinghouse for
Uniftd States-Japan Studies

Indiana Univusity
Social Shaft Development Center
2805 East 10th Sneer, Suite 120
Bloomington. Indiana 47408-2373
(812) 855-3838

Adjunct ERIC Clearinghouse on
Literacy Education for limited-English-Proficient Adults (LE)

Center for Applied Linguistics (CAL)
1118 22nd Sheet, NW
Washington. DC 20037
(202) 429-9292

Min ISM

ERIC/S0

ERIC Facility

ERIC=

ER1C/SO

ER1C/FL

FIGURE 1-6: ADJUNCT ERIC CLEARINGHOUSES

Fit1C hymning *mil 1-12 June 1992



Introductkit

ERIC Putnam me, in =my cases, the same maturation
as listed in the mktefiche Stand* Geier Customer MOP lists, the
RIE,CUE $ubscribef lists, the ERE Acquishions Anangements list,
and theDirectory if WC Information Senlice Provider& The concept
of Whig as TRW Pinner' is, to a certain extent, siwly a
Lamalizadon of a relatkoship that may already have existed inkernally
for yam Except kr tisk tole as potential scums of dommuuts,
ERIC Fanners are not inwived in the fmmal process of building the
ERE database and none of their functions me covered in this Manual.

3. Support Contractors

a. ERIC Frowning and Reference Faciky

The ERE Prucessing and Reference Facility is a centralized
processing facility saving all components of the ERIC network, i.e.,
Central ERIC, the decentralized Clearinghouses, ERIC Document
Rqsoduction Service, ACCESS ERIC, and the various vendor
ors:whetters, such as the am Publisher. It is under the poky
direction of Canal RRIC. Services provided by the ERIC Facility
include:

Acquisitirm and assignment (of documents);
Authority list maintenance
Computer processing;
Dam preparation and correction;
nohow management
Document contra
Document processing (cataloging, indexing, abstracting);
Duplicate checking;
Editorial review;
Handing and shipping;
Lexicographr,
Photocomposition mid publication preparation;
Progiamminx
Reference responses; and
System and file maintenance.

The Facility prepare; and delivers a variety of products and publications from
the ERIC ditabase. These include, among ahem

Remora in Education (RIE),
ERIC's monthly abstract journal covering documents:

Thesaurus of ERIC Descriptors,
The controlkd subject indexing vocabulary of the ERIC databam an =dimity list
of permissible subject index ftnns, (mostly conceptual in nature) in alphabetic,
rotated, and hierarchical dispkyt
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Haat Wag ma Shipp*
Each Wyman of daemons from the Clearinghouses to the Facility is checked
against the accompanying log sheet to verilY condetemeas of the sldpnent.
The documents are then dolled to ens= Merchment et the appopriate policy
statements and reprodncdon mimes and me paginated for filming pmposes.
The documents and acamwanying hrgeheets are pit wft their respective
bibliograpIdc muses and dien fonvarded for eating of the Clearinghouse
processing work.

Data Entry
The Facility receives mum weekly transmissions of billiographic data from
the Clearinghouses, includbre bibliographic citations or sneraunes" for both RIE
mid CUE, the full tem of ERIC Digests, as well as the in-progress data for the
Acquisitions Data Report (ADR), kr use in duplicate checking.

Milky
Documents and completed resume forms, for whkh processing has been
accomplished by the Clearinghouses, are received by the editors and checked
to arsine completeness and correctness ci all entries and compliance with the
catakiging, lofting, and abstracting provisions rd the ERIC Processing Manual
(EPS4

Vocabstiary Malateatmce
The ERIC Facility Lexicographer, with the assistance of a nationwide
Vocabulary Review Group (VRG), reviews all proposed Descriptors
recommmded by the Clearinghouses, approving or denying each term.
Descripar Scope Notes (definitions) and cross-reference structures are refined,
if necessary. Similarly, all sumstions for denges of existing terminology are
reviewed for feasibility, advisability, impact, and compliance with the
Vocabulary Development and Maintenance" section of the EPM.

The major Facility functions not covered by this Manual are as follows:

DIstrilattion qf Donlon*
Includes complknentanr distrilution of RIE and CUE and distribution of
ERIC-related handout and Welt materials.

Rfersoce Rapala and User Services
General infarnation about the ERIC system and ordering information for
specific sougld-after documents is provided to a wide variety of users who have
diiected their inquiries to the Department of Education, Central ERIC, GPO, LC,
etc. Systemwide "Reerence and User Service? procedures are covered in a
separate manual by that name. Refemds art made when appopriate.

Computer Searches
Compmer searches of the ERIC database (RIE and CUE) me made at the
requen of Central ERIC and in support of regular ERIC Facility functions, e.g.,
Accpisitions, Lexicography.
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Campuater Process*
RIR and COE final edited and corrected data in machine-readable form are used
to spline the ERE master mope& tape and direct access computerized files.
Various publicatians and Wares am generated from dxse fiks via a series of
computer programs (documented in the ER1C System Documentrakn).

ERICTAPESIERICTOOLS Partiert
The ERE Facility Contactor is margined by Central ERIC to copyright the
ERIC database and to make the ERIC Manse, and various internal ERIC
reference publications, e.g., Mk Ink x. available to the public via a
self-v -staling progrmn not requiring GovermneM subsidy. Tbe publications are
sold. The tapes me licensed and involve a usage fee fir commercial vendors
of 105'.

b. ERIC Document Reproduction Service (EDRS)

EDRS is tbe downbeat delivay component of the ERIC
network. All non-copyrighted dot:tenants (and any others for which
reproduction permission has been obtained) arerounced in Resources in
Education are forwarded from the ERIC Facility to EDRS, where they
me microfilmed and convened into microfiche (41' x 6 fiat shtea of
microfilm) according to Federal and natiooal standard&

Interested users may obtain copies of ERIC documents from
EDRS in either microfiche (at 24X reduction) or paper copy blowback
(at 100% original size). Orders me accepted on atm an on-demand or
subscription basis. Subscrthers may order the Mire microfiche
collection (monthly this amounts to appoximately 1,000 titles contained
an about 1,300 microfiche) or subsets o f the entire collection (such as all
the tidal Ilya by a particular Clemingbouse). Tim are currently over
800 organizaians that subscolre to the entire ERIC microfiche collection
on a continuing basis. These are made up of Federal agencies,
rmiverrities and waves, state and local educatirm agencies, school
systems, professional associations, non-profit groups, etc. There are over
100 subscriptions from foreign countries. Individual users consist of
teachers. students, researchers, Limas, rebninistraton, counselors,
therapists, and numerous other members of tb: educational community.
Each document announced in Resources in Education canies with it an
EDRS price code (or alternate source of availability):

(1) Individual on-demand microfiche are sold at a price of $1.16
per title, as long as the documat fits on five cards or less
(i.e.. is 480 pages or las). The price increases $0.25 for each
additional card (i.e., 96 page increment or fraction thereof)
required.

(2) Individual on-demand blowback paper copies are sold on a
price scale beginning at $320 for 1-25 rages and rising $310
for each additional 25 page increment (or fraction thereof).
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Miaofiche may be purchased on a standing older basis at a
bargain price (encouraging subscriptions) of LDS per mkrdiche, or
about $2,000 a year fer mood 17,000 microfiche. Prices are subject to
change so it is important to always consult the MRS Onler Fonn for
full manna price infonnation.

None of the timed= perforund by EDRS are coveted by the
EMI (with the exception of post-publication changes to the mkrufiche
(see Section X.)

c. ACCESS ERIC

The ACCESS ERIC contractor swcialixes in all forms of
outreach (e.g., dissemination, publicity, promodon, advertising. public
Madam referrals, Waits, user training, systemwide brochurn,
direcaxies, etc.). ACCESS ERIC is not involved in the processing that
generates the ERIC database, tut rather in directing users in the use of
the database once it has been created.

The major prodels ci ACCESS ERIC are: The ERIC
Review: ERIC Calendar of Education-Related Conferencer.
ERIC Directory et Ediscation-Related Information Centerr, Directory of
ERIC Information Service ProWders; Catalog of ERIC Clearinghouse
Publications (Le., those still in-print); Interchange (newsktter).

None of the functkns performed by ACCESS ERIC me
covered in this Manual.

d. EU Government Priming Office (GPO)

The US. Government Printing Office receives each month
fron the ERIC Facility a magnetic tive containing the contents of an
issue of ME. Using the Videocomp WO-speed photocomposition
device, GPO composes camem-ready made-up paw for the issue, and
prints and binds sufficient copies to handle subscriptim complimentary
distaution, and on-demand order requiranents. All subscription to ME
and all inidal distrkutions to paid subscribers, are handled by GPO.
Complimentary distribution is handled by the ERIC Facility. On-demand
Was for singk copies or the semiannual cumulative index me handled
by GPO m loog as the supply lasts (malty 14 months following
publication). Annual cumulations of both ME abstracts and indexes are
ieprinted in hardbound form by the CUE Publisher.

None of the functions performed by GPO are covered in this
Manual.



Frlvr. crew Vendors

a. Corning Index to Journals in Education (CUE) Publisher

CUE was begun in 1969 as sm early joint vent= between
ERIC and the commercial publishing realm to expand the scope of the
ERIC database M include the major journals in the field of ecknation.
In addition k) this index to journal linoture in the field of aducatket the
CUE Publisher serves as the major commescial hanThound publisher
thilizing the ERIC database for the povaration of a variety of
publications, e.g., annual RIE emulation, Thesaurus af ERIC
Descriptors, etc.

&Wass Acquisition, and Assignment of Jounsals
to k Comm, by CUE
Journals to be covered, either cornerehanively or selectively,
me recommended by Clearinghouses, subject to the approval
of Central ERIC. Clearinghouses me assigned journals on the
basis of their scope of interest. The *ofliciar list of journals
regularly covered by the ERIC Clearinghouses is maintained
by the CUE Publisher and k printed in each issue of CUE as
the "Source Journal Index."

Input Smelting
Clearinghouses transmit completed resmnes for journal
articles to ae ERIC FaCility. The FaCility CCatvelts the data
to ERIC fount and sends the resultant tape to the CUE
Publisher, whoe the data and records are checked against the
accompanying log sheet to verify canpleteness of the
shipment

Editing
All completed journal article resumes are edited by the CUE
publisher to ensure accuracy, completeness, and compliance
with the cataloging, abstractirdannotating, and indexing
sections of this Manual.

The major CUE Publisher functions not covered by
this Manual are as follows:

Computer Pnxessing (to produce CUE)
CUE Marketing, Sales, Distribution

4). Online Access Vendors

There are several vendors in the business of offering the
public online access to bibliographic databases. Several of these vendors
obtain the MC database (on a monthly basis) from the ERIC Facility
(under teams of the ERICTAPES project) and rnMee it available to users
on a worldwide basis via their respective proprietary search and retrieval
systems. The major such online vendors cunently are: BRS, DIALOG,
and GTE Education Services. (See Pocket Guide to WC or All About
ERIC brochures for vendor addresses and telephone numbers.)
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The online vendors are not involved in the processing that
awes the ERIC database and are not covered by the WM.

C. CD-ROM System Waldorf

Several maims have mated stand-alone CD-ROM-based
retrieval systems that can access the ERIC database. These vendors
0i1411i11 the ERIC database (usually on a quararly basis) from the ERIC
Facility (under terms of the ERICTAPES project) and make it availaNe
to users worldwide on a subscdption basis via their impactive proprietary
search and retrieval systems. The major CD-ROM vendors cunently are:
DIALOG and Rye/Platter.

The CD-ROM vendors are not involved in the processing that
creates the ERIC duabase and me not covered by the EF'141.

4. Jamul Article Reprint Services

The journal sticks announced in CUE generally come front
copyrighted pookssional journals and, become of publisher restrictions,
cannot be raduced to miaofiche by ERX as readily as the documents
announced in RIE. Far this reason, ERIC does not attempt to film
journal Wicks or to itself provide *document delivuy" for CUE journal
article minims. lashed ERIC taus own either to Oradea (*woolly
university or college binaries) that sascribe to the journals involved, or
to a few conunacial services that provide journal stick reprints for a
fee. (See kodures referred to above for addresses ane. telephcme
numbers.)

Two of the major jouaol uticle zeprint services are:

(I) Univasity Itgoofilms International (UM1), Article
Clearinghouse; and

(2) Institute fir Scientific Informoion (ISI), Genuine Article
Service.

Journal stick reprint vendors are not involved in the
processing that generates the ERIC database and are not covered by the
EPM.

C. Afgjor ERIC Products

A large number of information products result from the effuts of the various
members of the ERIC network and its vend= The major products are desciibed Welly
below. Since prices are subject to periodic change without advance notice, the reader should
be alert to this possibility.
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1. Resources in Erbseadan (WE)

ME is a papaboamd monthly (12 issues per year) abstract journal that
announces reports and documents dealing with all aspects ci educatim, Le., research
reports, program descriptkns, instructional materials. RIE =sins of a mums
section of document abstracts, and Wee wakes consistMg of inmate Subject,
Author, Institution, Publication iNipe, and Cleadnghouse Number-to-ED-Number
Indexes. Papeabound semiannual indexes are available for Januarrhme and
July-December each year from GPO. An annual cumulation et both myna and
indexes is available from the CUE Publisher. Each monthly issue 1111110111101:8
appmximately 1,000 items.

RIB is dincted at the entire educational community, e.g., school
administastors. teachers, supervisors, school board membas, educational researchers,
students, lbia onal ahuators, patents, etc.

RIE is available from the U.S. Govenunent Printing Office,
Washington, DC 20402. The cunent mutual subsaiption price for the jounal in

the U.S. is $94 per year, exclusive of the semiannual cumulative index.

2. Current Index W hurrah in Edneaden (CUE)

CUE is a papeabound monthly (12 issues per year) index journal that
announces journal articles from over 700 education and education-related journals.
CUE is made up of a main entry section, consisting of bthliogaaritic infamation and
up to 50-woad annotatkms for most articlete an Wu stxtion, consisting of separate
Subject and Author indexcee and a journal contents section arranged by journal tide
and showing the articks accessioned from each journal issue. Semiannual
cumulations are available (cumulating both the announcement section and indexes).
Each issue mammon sq3proximately 1,500 items.

CUE is directed at the end= educational community.

CUE is available cunendy from Chyx Pras (for mutt address, always
consult the ERIC Directory or RIM. The current annual subscription price for the
journal in the U.S. is $225 per year, exclusive of cumulations.

3. Thesaurus of ERIC DescripWrs

The Thesaurus of ERIC Descriptors contains the basic vocabulary used
by the ERIC system for the indexing of documents and journal artkles. It contains
10,0013 vocabulary tenns. including appaoximately 5,600 Main Teams and 4,400
Synonyms cross-re:famed to the Main Terms. Scope Notes (definitions) or
pasenthetical qualifiers me provided for all non-obvious tams. Ifierarchical and
other rdationships among tams ate indicated by the standout "Narrower Term,"
'Broader Term,' *Related Term" notations. The postings emit (i.e., the number of
documents/articles to whith each descriptor has been assigned) is also included.
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The Thesaurus is maittained and updated regulady by the ERIC nity,
largely on the basis of input from the ERE Clemingdmusen and the 29-menther
Miami& Vocabulary Review Chow (see Sudan VIIK Pert 1. fir details). New
terms and changes me enflamed in dm back actions of MB and am.
A 'Working Copy" is produced periothcally by the Facility far the use of the
Cksuingliouse index= The Thesestriu is Man* published (at least
quadrennially) fur puMic sale by the COE Publisher.

4. ERIC Idtratifier Authority List (KAL)

The RUC Identifier Authority List is a semi-contolled list of
wproximately 44,000 words mid phrases authorized for subject-indexing nse, but
which, unlike Dears:Oars, do not appear in the vocabulary of the controlled ERIC
Thesaurus. Idernifiers an usually proper nouns (e.g., names of people, projects,
geographic locations, manizations, tests, Waxy works, computer programs), which
because of their nearly infinite embers, me generally not appropriate fir Thesaurus
consideratimg however, they am also be gamic concepts appearing infrequently or
newly in the ERIC litemture and under =sad:anion for Desaiptor status.

The IAL, maintained by the ERIC ftility, is a total list d the preerred
Identifier forms in the ERIC database and serves as a companion volume a the
ERIC Thesaurus. It is presented in two displaye a main Alilhabetical Display of
peened Itketifiess (A to Z) and the postings of each term a supplemental
Category Display listing the Identifias alphabetic* within 20 broad categories
(e.g., laws/legislation, science & technology, testa/testing). The two displays me
available separately from the ERIC Facility. A one-volume vertion is also available
from the commercial CUE Publisher, beginfling in 1992.

S. ERIC Database ia Afachkse-ReadaNe Farm

a. Magnetic Tapes (ERICTAFES)

ERICTAPE.S are magnetic tape copies of the files et
bibliographic data asseinbled by the ERIC System. A number of
different files, in a variety of formats, me offered by the ERIC Facility.
The most popular files int the sequential Master Files containing the
records unnamed in Resources in Education mid in Current Index to
Journals in Education; however, the invested subject index files and the
Thesaurus file have also been widely disseminated.

An ERIC Digest Online (EDO) tape is available containing
regular bibliqraphic records for ERIC Digests each followed by the
complete full text of the Digest &sailed.

The files me made available on 9-track tape reels (600-,
1200-, or 2400-foot, as appropriate), at packing densities of either 1600
BPI or 6250 BPL The tapes are unlabeled and in IBM Operating System
(OS) format in EBCDIC code. Both "Upper Case Only" and *Upper and
Lower Case" character sets are ofkred.
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Detailed informadon on the various files, formats, mul
cededng options, along with price lists, can be obtained from the ERIC
Facility Contractor.

b. Online Flies

Private sector vendors of maim access to bibliographic
database files obtain copies of the ERIC database and its updates by
subletting to larrApsr from the ERIC Facility.

These files are then mantel on largo mainframe computers
and the public may purchase access to them, wing the vendor's
proprietary search and retrieval software. All that is needed is a
computer taminal equipped wilh a modem. Charges are usually based

on amount of use, that is, eamect time (04, $35ihr-) and number of
citations printed (e.g., $.010 per lit").

The three me* domestic online vendors of the ERIC
database me: IRS, DIALOG, and CiTE Echicatkm Services. In skidoo,
many universities also provide ERIC mate services to their family and
students. Cuirent addlesses and telephone munbers for all ccxnmercial
online vendors can be found in the Pocket Guide to ERIC. Cunent
addresses and telephone mnnbers fat all non-pinfit provident et MC
online services can be found in the Directory of ERIC Wormation
Service Providers.

c. CD-ROM Systems

Private sector vendors of stand-alcme CD-ROM systems
offering the ERIC database obtain copies of the ERIC database and its
updates by subscrtling to "ERICTAPES° from the ERIC Facility.

These files are then converted to CD-ROM files and copied
in quantity. The public may purchase a sascription to the ERIC
database on one or two 'archival" dims, supplemented (usually quartaly)
by a regularly-updated "anent* disc, usually containing data for meet
of the last decade. All that is needed for use is a microcomputer
equipped with a CD-ROM data disc drive.

Charges vary among vendors, but are generally in the
neighborhood of $500 per year, with no additional charges based on
usage.

The major domestic CD-ROM vendors of the ERIC database
are: DIALOG and SilvesPheter. Ccalent addresses and telephone
numbers for all CD-ROM vendors can be found in the Pocket Guide to

ERIC.

33



A microfiche is a sheet of adcroMm appozimately 4* x e,
on which up to 9$ pages of text repoduced (at 24X reduction). Only
the &la on the header skip of a Wooed* (contain* accession
number, tide, author, etc.) me eye-bade. A special enlarging
sicmeche Nader is necessary to mad the page hung= a microfiche
madettpdater is neeesswy to blowback full size piper copies et the
document paw a microfiche dui:theater is necessary in order to wpm
&plicate miaofidie.

Moments me mmounced in RIE at one of three possible
"Levels*:

(I) Level L documents am available in both miesofiche and
ItProduced InPer coPY;

(2) Level 2: doormats as available in mkrofiche ( and will be
availal* in the archival media that succeed
microfiche), bid are not available in repoduced
PaPet coPY:

(3) Level 3: dm:meets are not available at all from EDRS, but
an alternate some of availability is cited in the
ME announcement.

Less than 3% of the ions mmounced in R/E are Level 3: all others may
be obtained in microfiche form from MRS.

A single tide that will fit on five microfiche or less (i.e., 480
peges or less) costs 81.16. The price inure= at a rate of $025 for
each additional microfiche required (Le.. 96 page inciement or less).
Standing orders to obtain the enthe ERIC document ccilection on
microfiche se available from EDRS for amirozimately $2,000 per year.

EDRS pokes are subject to change. Users should always
check the latest RM or EDRS Order Form to determine current prices.

h. Paper Copy (PC) Repreductioas

Paw Copy refers to a paper iv:Induction (usually at 100%
of original size) of an original document. AU Level 1 documems
announced in ME (about 85% of the announcements) are available from
MRS hi paper ccgy.

Paper copy reproductims are sold on a gra:lusted scale
dependent on size at a rate of $3.20 per 25 page (or less) increment
See EDRS Order Ram in most recent issue ci RIE for curtest price.
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introdudion

7. Jownal &tick Rep**

ERIC provides for &moat delivery of the documents anammced in
Resource s in E4ittcallon (RIE), but does not itself provide for delivery of copies of
the joinnal sticks mowed in Calmat Index to lournals i a Education (CUE).
Instead, ERIC relies on phew journal adicie mint services that have established
mechanisms or Madan** for reimbursing journal publishers fcrthe photocopying
of their usually copyrighted matedid. (Uum also have the option, et course, of
consulting such articles in the collections of academic Marks, or other sesemeh
Invades that subset& to them.)

Two of the most well-known maim services are: (I) University
hflaufilms International (Mg), Ankle Rep* Service; and (2) Institute for
Scientific Information (ISI), Gamine Article Service. Charges are typically wind
MX pet articht. The Odense; and telephone ambers of the above journal article
repdnt serviees can be Amid in the Pocket Guide to ERIC.

8. ERIC Clearhighouse Fuhliestions

a. Monographs, Reviews, Bligiogntphies, Syntheses, etc.

In add** to collecting the literature rt educatke for
annomicement in RIE and CUE, the ERIC Clearinghouses analyst and
symhesize the Ikea:that imo mean% reviews, bibliographies,
state-ct-the-art studies, intapredve studies on topics of high coma
interest, and many similar documents designed to meet the btonnadon
needs of ERIC mess. These publications sit announced in RIE and axe
available in the ERIC mkrofiche collections provided by the ERIC
Doctunent Reproduction Service (EDRS).

Anntmlly, the ERIC Facility papa= a ba,liopaphy thst lists
and indexes all the ERIC Clearinghouse publications announced dining
the prior year. Typkally, this parlication contains mound 200entries per
year. Annually, ACCESS ERIC prepares a catalog el all ERIC
Clearinghouse publications (from all prior yeas) that are still in-print and
available from the Clearinghouses.

b. Digests

ERIC Digests are a specific type of ERIC Clearinghouse
publication that has become inaeasingly Twain- with the user population
during the last few years and that has therefore been eV= plOre
emphasis iecendy in Clearinghouse publication planning.

ERIC Digests are short leports (1,000-1400 words on one or
two pages) on topics of curient interest in education. They are designed
to provkle an overview of infmmation on a given topic, plus references
to items offering more detailed informadon. They me =viewed by
experts and content specialists ia the field. They are targeted for
teachers, administrators, pc:Haymakers, and other busy practitioners
needing rapid access to brkf highly synthesized, but also authoritative,
information on a specific problem area.

Approximately 160 Digests are produced by the ERIC

ERIC /*messing Mammal 1-24
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Clearinghouses each year. Though 1991. over 1,200 Digests have been
produced. (See ERIC Ready Reference 4,10(4.11).

The full teat of se/ected Digests is made avallal* for online
mem via certain vendors, e.g., DIALOG. GM Education Services. etc.
(Se* Publication Type Code 073).

9. Reference Teals Frovieng Access to the ERIC Database (ERICTOOLS)

The ERIC Facility prepares a variety of tools for the Wand me of the
arganizadons engapd in building the ERIC datease. In some cases, the internal
reference tools ans of inbreest to heavy mess of the ERIC &abase or to
organizatkons engaged in similar database-building activities. In response to intik
interest, the inland ERIC publicadons listed below am made invalid* in limited
quantities for pmdtase via the ERIC Facility's self-sustaining BRIGID=
Prolinun:

a. Clearinghouse Number to ED Number Cross-Reference List;
b. ContractIGtant Number Index (not cum* scheduled);
c. WC Processing Manual (ipm);
a. WC Source Directory:
e. ERIC Mk Index (RIE only);
1. Mem tier Authority List (IAL

Report Number Index (not currently scheduled).
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ACQUISITIONS

U. ACQUISITIONS

hdroduction

Productive use of the ERIC database is dependent upon the quaky and comprehensiveness
of the input to it. Acquisitions is the critical first step in Wilding the database. The acquisitions
activity provides the raw mattrial far all the functkuis that follow: selection processing (cataloging,
indexing, abstracting): announcanent re4rievat and disseminatkin.

In the ERIC system, all components play a ide in acquisitions. This section coven the
responsibilities of cad: of these components, the various techniques used for acquking documents,
and the ways that balance and coodination are achieved among dined elements of the system.

B. Acquisitions RespcsisilAlities (by System Compound)

Four separate acquisition efforts go on cowortouly within the ERIC system. All work
cooperatively to provide comprehensive coverage of tin report literature of education (fa
announcement in RIE) and of the journal literati= of education (for announcement in CUE).

I. Central ERIC

Central ERIC establishes the basic policies governing all acquisition wcat. In
addition, Central ERIC has responsilility for the acquisition of repots impaired under
contact or grant for the US. Department of Education and its offices. Central ERIC
controls the overall number of journals covered by CUE.

2. Clearinghouses

The ERIC Clearinghouses have basic responsibility for establishing document
acquisitions programs comprehensively covering their assigned subject scope areas. Each
Clearinghouse has a designated *acquisition:el staff member respoualle for acquiring
documents. Responsinlity for Ind:scribing to journals within the Clearinghouse's scope
of iderest may also rest with this person re may be shared with a CUE "specialist.*

3. ERIC Faciaty

The ERIC Facility has basic responsibility for the Federal area (outside of the
DePartment of Education); for State Departments of Education; for catain foreign,
intonational, and inter-governmental amusements: fee major education associations and
foundationag for general education publishers; and for systemwide coordination to avoid
'iuplication of effort.

4. CUE Publisher

While the Clearinghouses have responsibility for identifying, acquiring,
evaluating, and making recommendations concerning coverage for all new education-
related journals, the CUE Publisher coordinatin all additions to coverage and, with Central
ERIC, determines the overall number of journals to be covered.

4 4
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ACQUISITIONS

C. Acquisitions Methods and Techniques

I. General

Among the various technical processing tasks bwolved in coningling a literature

and building a database, acquisitions is unusually dependent for its success an
ruourcefillness, inventiveness, and industry, and kss decentkut an the exact following

of written policies and procedural rules (mach as presented hue). This is because there
is no single best way to acquhe docurosnts. Mai appotimities present themselves bi a
multitude of guises. They must be seized rapidly and with whatever acconmiodations and

adjustments the situation moires. The staff member Disponible far acquisitions must be
determined, accomnwdating, able to solve problems, far-sighted. creative, and &stole
when necessary, in order to ensue a Meady infbw of potentially valuable documents.

The acquisition process always contains an element et selection in that not
everything can be obtained, priorities must be set, decisions mustbe made even as to what

to go alter. Nevertheless, a cmdinal rule ri the acquisitions process is, if resources
pamit, it is better to obtain a document than not. Once obtained, a docrunmt may be
selected or rejected, but if k is never obtained in the first place, MC personnel never get

a chance to exercise any selective or critical judgment with respect to it.

2. Acquisitions Took

A wide variety ci reference tools are useful in acquisitions work. Most

poominent and muneron are the tools to be scanned in order to learn of promithig new
reports and documents, e.g.: press rakes= newsletters of trofessional association;
professional Jona* catalogs and flyas of publish= other abstract journals',
bibliographies and references incbded in documents and articks already selected for RIE

or CUE: calendan and progrwns of upccming conferences and meetings: directories that
list organizations likely to be sources of relevant documents: research-b-progress
compilations thm pinpoint future producers, etc.

An active acquisition effort typically builds up an extensive refesence collection

and file of sources mid also ensures the continued regular receipt of numerous serisl
publications that are regularly scam& Examples are given in the Clearinghouse and
Facility parts of this section.

3. Form Letters

Because of the large number of contacts required by the acquisitions process, it

is often necessary to rely on form letters, or at least standard language which has been
developed to make an optimum presentation of the requester's position, the advantage ci
giving a documeM to the ERIC system, etc., and which can be incorporated into the body

of individual letters. With good word Facessing techniques and a personalized inside
address and salutation, a form letter can appear quite *customized' and can be used in
place of individual letters. There will, of muse, always be instances in which criginal

testers must be written. Nevertheless, form letting definitely have r time-saving role to

play in acquisitions work, particularly in the initial contact phase. Most Clearinghouses
make use of a variety of farm letters to cover different situations. Exiunples are &cussed
in the Clearinghouse and Facility parts ct this section. (See Figures 11-10 and 11-11 at

the back of this Section).

ERIC Pnwessioig Manual June 1992
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c. Requests far Specific Thies

Specific titles of dominions relevant to the field el education come to

the Manion of anaisitkons personnel by a variety ci chaimdc regiests from
users,the public, or other staff mambas; news releases, newsletters, and other
rapid announcement source; conference annotmeeniads and programs;
convention:II media regdady mad or scanned, e.g., reviews, professional and

association journals, newspapen/radiorri; Murry acqiiiskions tools, e.g.,
Pnbliskers Weekly; other abstract journals. e.g., Government Repons
Announcements; actpaisidca lists ci catski Wades and information enders,
bibliographies in received documents, etc.

The acquisition of specific tides usually involves an individual written

request (and enclosed reproduction release hum) (*acted to the author, sponsor,
',Wisher, or other source. Sometimes a modified form letter (citing the specific
title besired) can be used; sometimes a telephcme call can be employed.
Sometimes a request for a single title will lead to an offer of other related
publicatkms or an offer to send Wm publkations as issued. For the most part,
however, requests for specific titles me a one-for-cne proposition, Le., one
successful request nets one tide. All requests should be, at least initially, for
complimentary or review copies, relying on the many advaidages ERIC has to
cifer to persuade sources to contribute their output free of charge.

Records should be kept et each tide so requested, in order to avoid
duplicate requests (irritating to the source and wasteful of effort), mid in order
to be able to respond knowledgeably to all inquiries eked documents in process.
As materials we received and included in the system, the outstanding request or

on-cader file should be purged.

d. Purchase

While most documents can be acquired for ERIC free of charge or via

exchange, some few must be purchased. A prime example of valid documents
that must be purchased are those acquired from the U.S. Government Printing
Office (GPO). Other material is available frcan a wide variety of commercial or
nor-profit publishers (or authots) who have either copyrighted the document in

question or otherwise restricted its reproduction in order to be able to sell it to

defray publishing expenses.

Purchases may be made when necessary to obtain a valuable and useful
title; however, they should always be scrutinized carefully and made deliberately.

with full awareness of the ERIC selection criteria (=masted in Section M.
If a ReFoductice Release form (for Level 1 ce- Level 2 input) =mot be
obtained, the document must be entered at Level 3. It is not advantageous to the
RIE journal, the microfiche collecdon, cr the system in general, to have an
excessive number of nonieproducible Level 3 annotmcements, where the user
must be directed outside the ERIC system for access. Level 3 input into RIE has
decreased over the last few years to less than 3%. Ibis seems to be an
acceptable level and Clearinghouses should keep this statistic in mind when
evaluating their own volvme of Level 3 input. (Plane note that GPO documents
should always enter the system at Level I (see Seeticet I)).

4 7
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ACQUISMONS

Two purchasing arrangsnents that am be used for ordains ane

(I) Specific Orders

The same guidelines awl observatirms that apply to the section
above on 'Requests for Specific Titles* apply sentily hen. The only
difference is that the necessity of paying ummlly requkes conviction of
a formal ?wham Order- (or its equivalent, the establishment of an
accormt), or request* and paying invcdces. Freestone for generating
"Fruchase Orders* at, of come, dictated by Clearinghouse hot
institutions.

(2) Standing Chthrs

Standing orders art, in cart, subscriptions for all the
publications (or relevant classes of publication) produced by a given
source. Standing orders are only possibba in those instances wherethe

source (or jobber) Was *Ix service. Standing °plus dna have the
advrostage of reducin the time to acquire a document, cutting
paperwork, hamming overall costs, and most importruely, assuring
comprehensive acquisitions. An example of a standing order would be
the ERIC Facility's amalgams* with UM:PUB (the U.S. agency for
UNESCO publications).

e. General Solidtation

The solicitation notices contained in RIB and in the writ=
Clearinghouse brackets are essestially imdirected. They are not addressed to
particular institutions, nor do they request particular documents. There are many
opportunities daring the year, however, to direct similar general solicitations to
specific organisations and activities. In such situations, the solicit:dim is not
tyitically for specific documents, but rather for everything that the activity
produces. The putpose is not to try to set up a pamanse distribution list
arrangement, but rather to try to take advantage of a tencorary and often
transient opportunity.

Prciessional meetings, conferences, symposiums, sankars, wakshops,
colkxptiums, etc., are good examples of such oppaumities. ERIC acquisitions
staff who lean of relevant activities of this type (particulady those that are
geographically close) may participate at various levels, e.g., write for proceedings
and paperg attend the activity; participate in the prograzn; exhaltit at a booth. etc.

Whatever level of participaticm is chosen, the acquisitions person
involved should take every cyportunity to publicize ERIC and make its document
needs known, e.g.: distribute name cardg band out bmchures and materials
describing the ERIC system and the need for contautor input request prepsints
or copies of papers from individual speakers, session laelers, cr the confaence
director.

4 3
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ACQUISITIONS

Contact between Centel ERIC and die ERIC Awl lity cancan* acquisidons is
regular and ongoing since Devilment of Education doornail fbw on a routine basis
from the former to the toter. Ilme are frequent requests ibr infornation concenbg the
receipt or Mils of particular PRIINUTY documents. In addition to actual documents,
many notkes of *diadems, conferences, mid amines of educiabnal materials come to
the attention of Centod ERIC staff and are passed on to the Facility for =ion or rowing
to appropriate Clearinghouses.

2. Acquisitions Respansibilities

Centml ERIC has reserved to itself the acquisition of formal publkations and
commcax remits of the Department of Educailm. It also negotiates mammas for
receipt of pitilicatkins from certain fcreign institutions and sewral intesnational
orgimizations (sometimes (drain complimentary distil:dation of RIE in exchange). MI
reports and documents acquired by Central ERIC, whether actively or on an unsolicited
basis, are fomented to die ERIC Facility far assignment to the appapiate
Clearinghouses. One of die importrn procedural objectives in handrail acepisitions
carnally (by either Central ERIC or die ERIC Facility) is to avoid multiple solicited=
from various ERIC 'atm,* components, all converging on (and coofusing) the same
government agencies or foreign orgimizations

3. PRIORITY Documents

Central ERIC occasimally designates certain important documents, as
'PRIORITY Documents.* A special identifying notice is affixed to these documents
(see Figure II-1). Questions or problems concerning reproducibility or copyright, if my,
are resolved betray sending them to die Facility for Clearinghouse assignment, so that
PRIORITY documents can proceed as rapidly as possil,le through the system.

There are three classes of docouxit handlinx "Routine" documents, Department
of Education Documents, and 'PRIORITY' documents. Routine documents me handled
according to a Clearinghouse's normal, regular cycle. Dvamoot of &boom
Documents we simply supposed to be the next routine documents ',seemed, i.e.,
supposed to be put at the tcp of the routine pile. "PRIORITY" status assigned by Central
ERIC indicates to the Clearinghouse that processing must take place on an expedited basis
as quickly as necessary to ensure that the document appears in the earliest posse* issue
of Rill (This can be detrained from the RIE Master Schedule.) If the deadline of an
issue is close, this can sometimes require virtually 24-hour turnaround. The handling of
PRIORITY documents is descrilied in detail in Section IV. Clearinghouses are notified
in advance by telephone before a PRIORITY processing requixement is imposed
PRIORITY documents may not be rejected.

E. Clearinghouse Acquisitions Efforts

I. General Mandate

The primary responsibility in ERIC for acquisitions and tbe procurement of
documents for the system has always been and continues to be with the ERIC
Clearinghouses. Each Clearinghouse is responsille for ensuring a steady flow into RIE
and CUE of high-quality documents and journal articles within its specific scope of
interest area

50
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ACQUISITIONS

TO:

Do Not Detach This Form From Document During Processing

Date Sent

Dale Returned:

"PRIORITY DOCUMENT**

(Ass *red clesuinghows)

ATTENTION:

FROM: ERIC Feciity, Acquisitions Dspeutnient

TTTLE OF DOCUMENT
BEING SENT:

RIE ISSUE TO BE
PROCESSED FOR:

DATE DOCUMENT
NEEDED RACK AT
FACILITY:

The document to which this form is attached has been designaled a
PRIORITY document requiring expedited processing to make the next possble
issue of Resources in Education (ME) that has not been closed.

Please return this document and Its completed resume by the dide
indicated above (in order for it to be announced in the issue of the RIE indicated
above).

When returning this document, use a separate log sheet. This form
should be left on the document in order to identify It as an item requiring special
rapid handling.

PRIORITY documents may not be rejected (unless physically incomplete).
If for some reason you cannot meet this deadline, please notify the ERIC Facility's
Acquisitions Department as soon as possible.

Do Not Detach This Form From Document During Processing--

FIGURE 11-1 - PRIORITY Document Form
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ACQUISITIONS

In order to qualify for RIR, documents must (1) fall wain the field of
education, broody detinett (2) meet the ails& set faith in Section 3, °Selection,* with
Mani to physical charactaristics (Le, size and legibility). cadent. and (polity. Documents
that fail to MI* the basic requirements se not ho be submitted for R1E, but may be kept
for local collections (Worded by ERE), if desired. tf a document Ls astcation-rwlekd,
bat pas outride the scope (If Innwest of the Ciearinghonse considering It, It should be
transferred to the appropriate Ckaringhouse for evabanion, rather than discarded.

2. Kinds of Documents and Journal Articles to Be Acquired

The follow* am examples (Sphthetically sequenced) of the
education-related documents that should be acquired as candidata: for R1E:

biblicpaphies, annotated bibliographies
conference papen;
evaluatkin studies;
feasibility studies;
inamokual materiabicurriculum materials lemon plans teaching units
legislation and regulation;
manuals, picks, and handbooks
monogavhs, treatises
opinion papers, position papers;
pmceedings

Prognim/Pnlect deaskttiong
research reportaltechnical reports;
resources guides;
speeches and presentathus
sate-a-the-art studies
stadsdcal 4:cavitations;
taxonomies and classifications;
teaching guides
tests, questhsmaires, measwement devices;
vocabularies, &Jimmies, glossaries, and thalami.

The following types of journals should be acqmired for coverage by CUE;

Educatko Journals

Vries of

These are journals totally devoted to education subjects. High quality, *core,"
education journals should always be selected for comprehensive, cover-to-cover
indexing of all substantive articles. Second-tier journals, not judged to be "core'
publications, may, at the discretion of the Clearinghouse, be given selective covesage
of only those articles judged to be of sufficient quality. However, the preference is for
education journals to be covered comprehensively for all article&

Education-Related Journals

These are journals, usually subject-specific, that are not ptauy devoted to education,
but that contain occasional education-related articles. ligh quality jmunals in this
category should have all educatico-rebted articles selected. Second tier jormuls in this
category may. at the discretico of the Clearinghouse, be covered selectively for those
articles relevant to education. However, the preference is to cover comprehensively
all education-related articles in educatico-related journals.
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ACQUISITIONS

"One-Shot" Artades (See oho Section U.G)

These are journal articles relevant to education, but contained in jaunt* thrt do not
ordinarily cover education topics and not regularly covered by CBE. Such sticks are

diteovered in a variety of ways, sometimes fortuitously, awl may be selected for CUE

on an ad hoe basis.

ERIC would lila to be given the opportunity to examine virtually any document dealing

with any aspect of education. The ERIC =deuce b so broad (encompassing school board

members, teaches's, admhristudos, libarisas, research-rs, media specialist s. students, parents,

eremselors, and every Ober variety of educator) that it must collect a wide variety of
documentation in ceder to satisfy its users.

3. Sources of Documents

The Clearinghouses art responsible fm acquiring documents within their scope areas

issued by all organizations, except those reserved to Central ERIC (see Secthra ILD) ad to

the ERIC Facility (see Section U.F).

Some documents arrive at the Clearinghouses unsolicited, and ohms me received from

the ERIC Facility For most acquisitions, however, the Clearinghouses must rely on such

contacts at appropriate professional sockties mut academic institutionre people known to be

woriSng in the fidd; specific sirde or kcal oificas responsible for programs relevant to the

Clearinghouse subject area; formdations or other organizations sponsoring education projectr4

publishers; institues; speech-makem inkemation centers; and a wide variety of mher

individuals and organizations concerned with education.

The following successful acquisition strategies for different classes of contributors have

been awned by the Clearinghouses:

a. Previous Document Contras:tors

Send letters to "automatic contrthutors,* thanking them for past cooperation and

asking them to continue to contribute documents. Contact mhos ot Clearinghouse
buformation Analysis Products and other Clearinghouse publicatiori s. reminding them

that the Clearinghouse is interested in reviewing appropriate documents that may come

to their attention. Send complhnentary microfiche to contributing institutions/authors.

b. Conferences

Conferences can be a lucrative source of documents, and Clearinghouses should

be alert to all conferences in their subject area. In addition, Clearinghouses may

coordinate with other elements of the =Work in covering all papers and prochxts of a

large or general confereace in their geographic area, later forwarding those outside their

own particular subject sccce to the Facility for assigrunent elsewhere in the network.

Exemplary arrangements far the collection of conference papers are those established

by TM to obtain AERA papers and CO to obtain APA ropers. For typical form letters

used by Cleadnghouses, see Figures 11-11 (A-G).
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Clearinghouses shotdd be awe of the following methods of obtainktg documents
from conferences: (I) if an organizakm collects the papers/speeches at its conferences,
rapes that a set be collected for the Clearinghouse; or (2) suggest that the psogram
committees chakpenon enclose a solicitoion letter or distribute appdsitions letom and
Inoclunes on Wolf of the Clearinghouse, or even insert a tadicitation notice in the
conference program: or (3) ask for a program, mailing list, or directoy of participants,
and then yolk* papas dkocdy hum participants.

The ERIC Calendar al Edesradon-Related Caiferences, pepated tinnually, lists
all =fames in whkh Clearinghouses V/111 participate dot year, including those from
whkh papas will be sokited. It is an essential tool for tbe emanation of conference-
related acquisitions efforts.

c. Profosional Associations

Obtain mailing lists foam professkinal Wier academic organizations for direct
mail caavaips to thoe individuak. Send special lettess to sub-groups of professional
organizations, Le., racial and ethnic sections, women's caucus groups, instructional
improvement groups among do various disciplines, etc. Attend meetings, partkipate In
programs, etc.

d. Academic Institutions

Use college catalogs or other reference books to identify graduate departments
within the Cletuinghouse's sawe area. After collect, endeavor to establish an mannatic
anangement and to obtain blanket permission so that all decuments issued by the
department are submitted to the Clearinghouse. Hold ERIC workshops in imiversity
libraries or edutation deparnments, colleges, schools, etc.

a. Foundations (Sponswing Educed= Programs)

Ask foundations to include a request that grantees submit resulting papas and
final reports to ERIC. Supply foundatioss with ERIC brochures and other literature to
distribute to the grantees.

f. Non-Prollt Organizations Concerned with Education

Send a printout of all documents contauted to RIE and CUE by the organizatke
in questicm. Request that all documents still available, but not on the printout, be
subnikted az) ERIC. For a typical fain letter, see Figure 11-11(8). If the Ckaringhouse
has a complimentary mailing list, add the organization to the distribution list for ERIC
products.

g. Journal Articles

Contact editors of appnvriate journals for quality articles they have not been able
to Fublish. Because of space limitations, journals can publish only a small number el
papers they receive. A number of papas may be rejected, but may meet dm ERIC
selection alexia. Journal editors can be contacted and asked to include information
about ERIC when they send a letter ci rejectice to an autho. The editors can include
a sheet which states that ERIC would be intaested in reviewing the paper for pomade
inclusion in ERIC. It should be mole clear diat announcanat in a secondary abstract
journal Idte RIE is not the equivalat of publication in a peer-reviewal primary journal,
but may nevertheless sa-ve to presave useful material.
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ACQUISITIONS

4. Tools for Use in Identifying Documents to Be Acquired

Clearinghouses utilize a number ci =faience tools, publications. and other sources to

identify specific titles and potential contactors ci documents. Such tools Wok:

Conference and convention programs (e.g., APA Program);

Jotunals, newsktme, newspapers, advertisements, book reviews, and news items should be

scanned regularly for relevant titles and names of people or instituticas engaged in pmjects,

studies, or grant awards which could induce appropiate documems (e.g.. Education Daily,

Chronicle o flligher Education, Librelto Journal).

Bibliographies, puldication lists, catalogs, acquisiticm lists, etc., can be escellent sources of

new tides, and sometimes also provide adoring information (e.g., Monthly Catalog

Government Publications, UNESCO Publications. Congress in Print.)

Document reference lists, footnotes, etc. Documents already aciftired can often, through

their content, lead to other titles or other sources. References contained in Clearinghouse

publications can often furnish valuable leads to new documents.

Staff and client recommaulatkms. Reference inquiries involving documents found nm to

be in the system should routinely be copied to the acquisitions unit

Each subject area, and hence each Clearinghouse, has its own major refesuice tools.

Clearinghouse personnel should become familiar with the specific reference tools that best fit

their mva of coverage and should see that they am represented in their reference collection.

S. Clearinghouse Acquisitions Operatkins (Typical)

Clearinghmise acquisitions operations &Terfrom one another in procedural detail, forms

and files used, reconlkeeping, and in other respects. No matter how they are implemented,

however, every Cleruinghouse acquisitions operation is expected to observe the basic functional

steps described below:

a. Using the relevant sources and tools, identify titles that appear to be desirable

acquisitions within the Clearinghouse's scope of interest The acquisition of
complimentary copies is always an objective, although items that cannot be obtained free

of charge may be purchased, or the Clearinghouse may offer to exchange its newsletters,

bibliographies, etc., for documents.

b. Once a tide has been identified and has been determined to be within the

Clearinghouse's scope of interest, check the ERICAcquisitions Arrangements (EAA) list

to determkie whether or not the source organization is covered by an acquisitions
arrangement with mother Clearinghouse or the Facility. If an arranpment already
exists between the source organization and another ERIC component, the component

having the arrangement should be contacted and coordinated with before any solicitation

of documents is dcme.

c. Check the Clearinghouse local 0on-onler" file and standard ERIC duplicate checking

tools (such as the Acquisitions Data Report and the Tide Index) to determine if the

identified items have already been ordered, received, or processed.

EEC Proccothig Manual 11-12 Jose 1992
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ACQUISMONS

If the doormat does not haw a Repoduction Mose form, mul me is required,
Clearinghouses *mkt (1) Quick the RAA List to see 'UMW has been given a Blanket
Release; (2) If there is no record of a Blanket Release, thee wrfte the maftor or some
arganiaation for a specific release (see Filmy II-11(1)). (It is advisable to write fir
releases only after a documad has been selected far RM. Writing prim to selection
may result in needless work if the document is later rejected and may prematurely imply
acceptance.)

k. Prepare an entry far theAcqtions Data Report (a composite listing of in-process
docimrents, premed monthly by the Facility, refkcting the acqdsitions of all
Ckaringhouses during the previous six month paiod). This step requires the
Clearinghouse to formally axession the document and to assign a Oearinghouse
Accession Number. (Instruction on how to prepare entdes for this report are provided
in Section ILK) Known rejects and transfers me genemlly not entaed hdo the ADR,
bit a Clearinghouse may at its option enter tides for which the selection press is not
yet completed-

1. Reccwd name and address of contautor (individml or organization) cc mailing label,
envelope, a form leder, for bier use in distributing complimentary microfiche (provided
by die Facility). (See Figure 11-11(F).)

NOTE: Complimentary microfiche should not be sent to the following
kinds of organizations: Congress, Department of Education,
Ciovenunent Printing Office (GPO), cr large organizations st en
the specific name of an individual or department within that
organization is unknown.

m. Sending rejection notices is optimal, unless specifically requested by the contributor.
Clearinghouses vary in the methods used to notify contributon of rejected documents.
Some use the standard ERIC "Reply Card.* Some use their own forms, providing for
a variety ri messages. An example is shown in Figure 11-11(D).

After all the above steps art completed and the document is determined to be of a type
suitable for RIE, within subjeet save, legible, not a duplicate, and whhmt any unresolved
repmduction release problems, mquisidons formerly comes to an end and the document is ready
for the catalogingfurdexingtabstracting process. Because of the expense of the various
intellectual document analysis functions, the acquisitions function must make every effort to
eliminate duplicates before that stage of processing is reached. (See Section H-H fir
discussion of duplicate checking process.)

6. Department of Education Documents

All mons prepared or sponsored by the Department of Education or OERI should be
processed promptly when received, ahead of all other non-OERI =tine input and preceded
only by PRIORITY documents.

It was formerly required that ED/OERI contractor reports had to be cleared and released
by the appropriate project monitor before they could be processed for ERIC. This specific
verifwation of clearance is no longer required. If a copy of a document has been obtained
(wovided it is not labelled "draft* or *preliminary"), this is considered prima facie evidence that
the document has been cleared and released. All ED/OERI-prepared or sponsored documents
are entered into the database at Level 1.
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ACQUISITIONS

0

[ERIC DOCUMENT TRANSFER FORM

Date Received: Date Transferred:

TO: ERIC/

FROM: ERIC/

The enclosed document(s) appear to be more within your
scope than ours.

The document(s) were obtained by (check one):

solicited contribution
__ unsolicited contribution
____ staff contribution_ ERIC Facility

Correspondence information is as follows:
(check one):

(EFF-70)

_____ all relevant material is attached_ no relevant correspondence; however the
name and address of the contributor or
contact person is (if known):

Clearinghouse Contact Person

/

FIGURE II-2: Document Transfer Form
[For Clearinghouse-to-Clearinghouse document transfer]
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7. Documents Received From the Facility

a. Reply Cards

Reply Cards (see Rpm II-3) attached to documents received from the Fealty

requite an ED accession number and should, therefore, be detached and reillrned tO the

Mans& by the Clearinghouse only when they am not selected. If selected for ME,

the cud remains on the document and is shippedback to the Facilky with the document

for processing and affixing ci the ED number befcse being detached sad mane&

ERIC REPLY CARD

DOCUMENT

DISPOSITION OF DOCUMENT:

Selected for the issue of RIE and

is aszigned document no

0 Not selected for RIE.

CLEARINGHOUSE NAME:

Date'

NAVE YOU ENTERED YOUR CORRECT RETURN ADDRESS ON TNE FRONT OF TNIS CARO,

FIGURE 3: MC Reply Card

b. PRIORITY Documents

DOCUMad$ received Iron the Facility that indicate PRIORITY handl* should

be evaluated immediately upon receipt. Expedited processing is necessary to ensure

announcement of the document in the next issue of RIR to be complete& PRIORITY
documents may not be rejected (unless they urrn out to be physically defective).

C. ED/OERI Document Medlar, Report

All OERI docurnents received from the Facility and not selected for R1E must

be returned to the Facility with the mason given for their rejection. The OERI

Document Selection Report foxrn (see Figure 11-4) should be used for this purpose.

OERI documents that ate not accepted far inclusion in the ERIC system will be retained

in the permanent OERI Research Lamy collection.
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d. Scope rive:Alp Notices

When a docimust overlaps the scopes of two or mom Oearinghouses, the
Facility snips the documers to the Won* Clearinghouse and sends a alpy of the
title pap to the *secondary" CI's) with a "Scope Owe* Slaw" affixed
(see Fiore 114). This meadow swat to notify dm "'secondary° Clendeghoure that
a document they might consider within their scope is being assigned dsewbare.

In order to prevent duplicate processhig, the "secondary Cleminghause should
check its records to see if the document is on-order, in-process, or otherwise being
considemd far acquisitioning.

X. Copyright and Reproduction Release Issues

The Copyright law requires users such as ERIC to assume that all private sector
documents, whether carrying a copyrigk notice or not, are potentially copyrighted (unless such
documents war published without a copyright notice prior to January 1, 1978.) For this
reason, unless ERIC already has blanket reproducdon permission from the source coganiratice,
a signed Rept:diction Release Fran num be obtained far every tide selected for the ERIC
system. The existence of a letter ce trannnittal giving ERIC permission to reproduce the ieport

is wekome but is not sufficient.

ERIC has designed two standard Reproduction Release Forms fee systemwide useone
for individual documents (see Figure 11-5(A)) and one for blanket pmnissions (see
Figure BAB)). Ckaringhouses are amoumpd to develm their own form betters (for
examples see Figure 11-11(E)) to send to contactors along with the release forms, explaining
and introducing the form and makhig k clear that it should be returned to the Clearinghouse
with the doccunent. The Blanket Reproductke Release should be negotiated whenever posale
in order to eliminate as many indivithel release forms as possible, theseby saving both effort
and time. Clearinghouses obtaining blanket releases should repert them for listing in the annual
MC Acquisitions Arrangements (BAA) list.

Beginning in 1993, Reproduction Releases for specific documents will be microfilmed
as the last page of the document to which they apply. However, the responsibility for
maintaining a permanent file of Reproduction Releases for the period 1966-1992 rests with the
Clearinghouses.
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Do Not Detach This Form AVM Document During Processing

"DEPARTMENT OF EDUCATION DOCUMENT**

The document to which this turn is attached has been

0 Prepared 0 Sponsored

by the U.S. Department of Education or one of its offices, e.g., Office of
Educational Research and Improvement (OERI).

This document should be processed promptly, Le., it shouki be placed first
in One amongst the next documents to be processed routinely.

Note that, because it Is Federally4unded, this document does not require
an ERIC Reproduction Release form. Also, it may be considered cleared by its
relevant project monitor for immedate processing.

Please do not delay this document unnecessarily as the project monitor
may be waiting on Its availability from ERIC.

ED/OERI Documents are normally selected for the ERIC database. If for any
reason this document is not selected by the Clearinghouse to which It has been
assiped, the document must be returned to the ERIC Facility with the reason for
its rejection provided below:

Clearinghouse:

Contact Person:

Tide:

Reason for Rejection:

El Document will not repraducehnicrofiche adequately.

CI Document is incomplete (pages/parts rrissing).

O Quality of oontent is not acceptable.

in Other (Specify)

Do Not Detach This Form From Document During Processing

FIGURE 11-4: Department of Education Document Handling Form
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I.

Officso of Eduoillostat Reseingt end impiumment OER
U.S. DEPARTMENT OF EDUCATION

REPRODUCTION RELEASE
(Specific Document)

DOCUMENT IDENTIFICATION:

Title:

AuthOr(s)'

COrporate Sour : Publication Date:

II. REPRODUCTION RELEASE:

In order to disseminate as widely as possible timely and significant materials of interest to the educational community documents
announced in the monthly abstract journal of the ERIC system. Resources in Education (RIE), are usually made available to users
in microfiche, reproduced paper 040y, and electronio/optical media, and sold through the ERIC Document Reproduction Service
(EDRS) or other ERIC vendors Credit is given to the source of each document, and, if reproduction release is granted. one of
the following notices is affixed to the document.

ft permission is granted to reproduce the identified 7umertt. please CHECK ONE ot the following options and sign the release
below

0 Sample sticker to be affixed to document Sample sticker to be affixed to document I* ri
Check here
Permitting
microfiche
(4"x 6" film).
RaPir" cdPy .
electronic,
and optical media
reproduction

'PERMISSION TO REPRODUCE THIS
MATERIAL HAS BEEN GRANTED BY-
TO THE EDUCATIONAL RESOURCES

INFORMATION CENTER (ERIC)"

Level 1

-PERMISSION TO REPRODUCE THIS
MATERIAL IN OTHER THAN PAPER

COPY HAS BEEN GRANTED BY

scso
TO THE EDUCATIONAL RESOURCES

INFORMATION CENTER (ERIC)"

Level 2

or here

Permitting
reproduction
in other than

Paper copy

Sign Here, Please
Documents will be processed as indicated provided reproduction quality permits if permission to reproduce is granted. Out

neither box is checked, documents will tie processed at Level 1.

-I hereby grant to the Educational Resources Information Center (ERIC) nonexclusive permission to reproduce this document as
indicated above Reproduction from the ERIC microfiche or electronvopticat media by persons other than ERIC employees and its
system contractors requires permission from the copyright holder. Exception is made for rion.prof it reproduction by libraries and other
service agencies tO satisfy information needs of educators in response to discrete inquiries"

Signature. Rositron

Printed Name. Organization

AddreSs: Telephone Number-
( )

Date:

OVER

FIGURE 11-5: Reproduction Release Forms - A. Specific Document Release

Juse 1992
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DOCUMENT AVAILABILITY INFORMATION (FROM NON-ER1C SOURCE):

If permiSMOn tO reproduce iS not granted to SC . or, If you wish ERIC to cite the tweijapinty of ttus document from ancew
sourca pleaSe Provide the following information regarding Me availability of the document (ERIC win not announce a document
unless it is publicly available and a dependable source can be specified. Contributors should also be aware that ERC se4ection
cntena are significantly more stringent for documents which cannot be made available through EDRS).

PubbeherfOvitributor:

Address:

Price Per Copy: Quantity Price:

IV. REFERRAL OF ERIC TO COPYRIGHT/REPRODUCTION RIGHTS HOLDER:

If me not to grant reproduction release is held by someone other than the addressee, please provide the appropriate
name and address:

Mame and addreSs of current coPYrtghVreProductloh rights Witter:

Name:

Acktress:

V. WHERE TO SEND THIS FORM:

Send this form to me following ERIC Clearinghouse:

If you are making an unsolicited contribution to ERIC. you may return this form (and the document bend conmbuterp to:

ERIC Facility
MI Placard Drive. Soft* 300

ROAlettle. Minland 201100430$
billphORIK (30I) 2584500

(Rev 9191)
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IL& DEPARTMENT OF EDUCATION
Office of Educe low! Roman* and Insonnortiont (OEM

Edsmational Resotocas Information Cantor (WWI

REPRODUCTION RELEASE
(Blanket)

I. DOCUMENT IDENTIFICATION (Class of Documents):

ve

E IC

AI Publications'

Series (Identify Sanas):

D sion/Department Publications (Specify)

II. REPRODUCTION RELEASE:

In order to disseminate as widety as possible timely and significant materials of interest to the educational community. doctonents
announced in the montflty abstract journal of the ERIC system. Resources in Education (RIE). are usually made available to users
in microfiche, reproduced paper copy, and electronic/optical media, and sold through the ERIC Document Reproduction Service
(EDRS) or other ERIC vendors. Credit is given to the source of each document, end, if reproduction release is granted, one of
the following notices is affixed to the document.

If permissiOn is granted to reproduce the identified document, please CHECK ONE ot the following options and sign the release
below.

ri0 Semple sticker to be affixed to document Sample sticker to be affixed to document 0
Check here
Ramming
microfiche
(4"x 6" film),
paper cOPY,

electronic,

and optical media
reproduction

"PERMISSION TO REPRODUCE THIS
MATERIAL HAS BEEN GRANTED BY

solo
TO THE EDUCATIONAL RESOURCES

INFORMATION CENTER (ERIC)."

Lay&

"PERMISSION "r0 REPRODUCE THIS
MATERIAL IN OTHER THAN PAPER

COPY HAS BEEN GRANTED BY

SCatille
"TO THE EDUCATIONAL RESOURCES

INFORMATION CENTER (ERIC)"

Level 2

or here

Permitting
reproduction
in other than
PaPer cePY

Sign Here, Please
Documents will be processed as indicated provided reproduction quality permits It permission to reproduce is granted. but

neither box is checked, documents will Oe processed at Level

-I hereby grant to the Educationat Resources Information Center (ERIC) nonexciusive permission to reproduce these documents as
indicated above. Reproduction from the ERIC microftche or electronic/optical media try persons other than ERIC employees arid its
system contractors requires permission tram the copyright holder Exception is made for non-profit reproduction oy loathes and other
service agencies to satisfy information needs of educators in response to discrete inquiries."

Signature: R:sition:

....
Printed Name' Organization.

Address: Telephone Number:

L

i

(

Date-

FIGURE II-5: Reproduction Release Forms
B. Blanket Release (Page I)
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DOCUMENT AVAILABILITY INFORMATION (FROM NON-ERIC SOURCE):

It Permission to reproduce is nOt granted to ERIC . 04 if yOu wiSh ERIC to cite the availability of these documents horn another
source. please provide the following Information regardtng the svaeability of the Oocument: (ERIC wilt not announce a dOcument
unless it is puelicly avadsole and a depends** source can tre specified. CdotributOrS ShouIC also De aware that ERIC selection
criteria are significantly rnere stnngent tor doCuments which Cannot ce made avails** thrOugh EORSI.

PuotisheriOrstributor:

Aodress:

Price Per Cooy LOuantay Price:

IV. REFERRAL OF ERIC TO COPYRIGHT/REPRODUCTION RIGHTS HOLDER:

If the right to grant reproduction retease is meld oy someone other than the addressee, please provide the appropriate
name and address:

Name aria address of current copyrigrnireorpouctron writs hoider

Name

Address

V. WHERE TO SEND THIS FORM:

Sena this form to the following ERIC Clearingnouse

(Rev itigti

you are making an unSolicileo contriouln to ERIC. you may return thia fOrrn tanc me OOcumentis) Meng controulea) IO

ERIC Facility
1301 Pieesal DM* kite SOO

Rectrifie. litalOand 208504306
Te4474$0a4t (301) 21a.saao
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Many questions arise concerning copyright and reprothretion release =item no
Mowing palms spelt to the most comtnon prnblema For problems not covered here, coMact

the ERIC Facility or Central ERIC.

a. Figgie Doman

A document ceepared by or sponsored by do Fakeal Goverment is normally
considered to be in dm leak domain. Oa ocesiske, howevm the Governmad will
pamk a =doctor to copyright a document, usually in order to facilitate dissemination.
When this is done the copyright is cloudy matted. Such a docmnat is tecludeally not
in the public domain, but the Government nevertheless reserves the right to reproduce

such documents 'fa Government purposes" ERic is considered to be such a
Government Impose

A document prepared by a private person or organization is normally considered
to be potentially copyrighted and not in the public dmain. even if it doesn't carry a
copyright notice. Thew are two myth=

Wats published befote January I, 1978 (the date of the fiat Copyright Revision
Law, FL-94-553) that do not carry a copyrigla notice are not protected and can be
considesed in the public domain.

Works published between January I, 1978 and February 28, 1989 (the daft the U.S.
signed the Berne copyright convention) that do not carry a copyright notice, must be
formally registentd within five yaws of the darn of publication or they me considered
to be in the Odic domain. Since it is difficult to know whether such registration has
wowed, the practical effect ti this clause is nil, i.e., all documents written after
January I. 1978 must be considered copyrighted or potentially copyrighted and
therefon not in the public domain.

b. Annetineanatt without Reproduction

It is legally pamissible to abstract (at the length provided far by ERIC
guidelines) turd to mmoturce copyrighted doctunents at Level 3, wktber or not A

Reproduction Release has been obtained. Announcement alone does not violate
copyrigla. However, ERIC does not atmounee any document unless usas can be
referred to a sauce of availability.

c. Multiple Authors

If a doctunent having multiple authors requires a Reproduction Retease Fonn, a
signed telease from any are of the authors is considered sufficient. However, if the
material is sevesable by mita. it would be prudent to obtain a release from each author
(unless a general release already obtained makes it clear that further releases are
unnecessary).

d. GPO and NT1S Documents

Dactunents printed by GPO or NITS, that do not carry a copyright notice, do not
require a reproduction release. They are assumed to have been generated with Federal
government funding under terms dtat either place them in the public domain or else

reserve a fire right of reproduction for U.S. Govanment purposes.

June 1992 11-23 ERIC PMCOSSiali Monad
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e. Speeches

Speeches writes and/or delivered in the author's private capacity sepia a
reproduction release. Speeches writem by an employee of the Federal Government,
operating in an official capacity, do not require a release.

f. State Documents

State-funded documents, whether beating a copyright notice or not, requite a
Reproduction Release Fenn (Wes they are federally-supixmted).

li International/Foreign Cellright

Copyright =kr the Universal Copyright Convention is indicated by the 0
symbol. However, since them at numerous other bilateral and multilateral agreements
between and among countries affecting the copyright picture, it is advisable to handle
foreign documents the same as dmnestic documents as far as permissions and releases
are concerned. In other wards, the presence or absence of the 0 symbol should net

affect the decision to seek a release.

h. Journal Article Publication

Documents generated with Federal Government funding are in the public domain.
Such docimients may later also be published as journal articles, but will rear carry a
notice (e.g., a footnote) reserving dw Government's right to reproduce and/or excluding
them free tlw overall journal fame copyright. Journal articles ncrmally are processed
for Current Index to Journals in Education (CUE).

I. Federally-Funded Documents (Including Contractor Reports)

Federally-funded documents may result from grants or contracts funded by
Federal agencies. If a Federally-funded work is copyrighted, the Federal Government
nonetheless retains an inevocable, nonexclusive, worldwide, paid-up right or license to
publish, duplicate, use, and to allow others to so use the work, for Fedend Govenunent
pupates. Reproduction and dissaninatimi through the ERIC system are considered to
be "Federal Govenmient purposes* within the meaning of the Rados' right cc license
retained in copyrighted works that are produced with Federal funds.

In summary, the Government reserves tlw right to repcoduce for its own purposes
all Federally-funded docrunents. Reproduction by ERIC is cenisidered 'Tor Government
purposes.* This inclutks, for example, any Federally-funded but also copyrighted
documents of states, local governments, and school districts. It also includes the
instances where a Government agency has granted a contractor the right to cwright a
given document for a limited period of time (perhaps to facilitate dissemination
objectives).

6 7

ERIC Prussia* Maaaal 11-24 Jane 1992
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It is therefore possible to construct the following decision matrix:

N. Copyright Notice Capri& Notice

Rderally-Funded

Department of
Education-Flinded

No Release Necessary Technically No Release
Necessary, but indent to check
with solute or agency

No Release Necessaty

Not Fetkrally-Funded Release Mammy

4=EIMISMIII=4

j.

A

No Release Necessary

Release Necessary

As can be seen, Federal pm-Department of Education documents bearing a
copyright notice should be checked to determine whether a release is necessary. If in
doubt, or if some questionable variation of this situation occurs, contact the MC
Facility or Central ERIC.

Letter in Lieu of Release

At the present tinic a lett giving ERIC permission to reproduce an
accompanying document is not sufficient no mauer how explicit the letter may be.
ERIC policy is that a Reproduction Release (Blanket) or a Reproduction Release
(Spec& Document) form must be obtained to cover every document that is not
Federally-prepared or Federally-supported.

k. Copyrighted Segments of a Document

Some documents contain segments copyrighted by someone other than the
producer ci the entire document. The doctunent may be left intact if:

ERIC has pennission from the segment's copyright holder; or

the segment is small in 'elation to the overall work from which it is taken, so that
its reproduction might be allowable under the copyright law's "Fair Use* clause; or

the miginal permission obtained from the segment author by the producer of the
document in hand (containing the segment) is broadly stated and can be assumed to
extend to all printings, reprintings, and other fonns of the document in hand,
including its duplication in ERIC.

In geneng, documents skald be left intact whenever pass:Ile, for the benefit of
the user. Probkm cases should be referted to the ERIC Facility for tesolution.
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9. Nmt-U.S. Documents and Nos-EngAish Documents

a. Non-U.S. Documents

Documents not available from mums in the United States may be acquired and selected

for ERIC, but must mete mote strintemt mite& for quality and availability/reproducibility. In

addition, it is highly recommended that documents written in unannmon fonsip languages,
should, if at an possible, be occompunied by a 1.000-1,500 weed anomaly in English fir the
benefit of English-streaking users not pmficient in the language of the text.

b. Non-English Docuunsits

Domestic (Inchuling Canada)

Non-English documents are acceptable for the database and the Lanviage field helps
identify such documents. Many U.S.-prodwed, as well as Canadian, non-English

documents also have an English edition. The "twin" documents should either be
combined into one accession or cross-referenced in die Note field (e.g., Tor English
edition, see..."). Non-English curriculum guides produced domestically may be
processed without English summaries cm the assumption that the aurfience needing these

documents will be able to read the language in which they are written.

Non-U.S./Canada

Because English functions essentially as an international language, documents such as
conference proceedings with non-English papas frequently are accompanied by an

Engliab abstract. Non-English documents written in the major eurepan language=
Sç. '4, Reach, Oman, etc., without English abstracts, do not need a summarywritten

in k. Ask as many ERIC users read one or more of these common languages. The
Arabic, Japanese, Chinese, and Cyrillic-based languages am lesser known, and if
possible, documents in these languages should b accompanied by a 1000-1500 wotd

summary. Non-English documents are typically assigned on the basis of subject salve
and me not automatically assigned to the Clearinghouse on Languages and Linguistics.

The acquisitions/selection aiteria, and other policies and guidelines pertaining to
foreign documents, have been formalized by a special ERIC committee and areprovided

hem verbatim (see Figure 1I-6).

10. Recordkeeping

Acquisitions statistics we used primarily to facilitate the acquisitions effort and to permit
Clearinghouses to identify organizations, confemrces, authors, and other SOUIDOS, that are prime

sources of documents. While recordkeeping practices vary from Clearinghouse to
Clearinghouse, all should be evaluated and justified in terms of their utility and effectiveness

in helping to bring documents into the system.

The following are typical categories of acquisition information or statistics captured by
Clearinghouses: (1) types of contributorx (2) types of documents received; (3) subject areas a
documents receivert (4) documents requested via the Facility; (5) documents arriving with
reptoduction releasere (6) pmductivity of second request follow-up effottre (7) solicitations

returned due to incorrect addrEssem (8) reason for rejection of documnts (e.g., not education-

related, no reproduction release, too old, too short or insubstantial, incomplete, illegthle, local
interest only, poor quality, submitted to covered journal, promotional or advertising in nature,
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NON-U.S. DOCUMENTS
Policies and Guidelines for Acwking and Selecting Non-U.S. Documents for the ERIC System

1. PURPOSE

To assist Clearinghouses in aoquking and selectin, non-U.S. documents; end to assist foreign nationals, intenstkinal
orgreizations, intergovernmental agencies, foreign miniseies of education, and other foreign government agencies in submitting
documents to ERIC.

Rationale: Acquisition of non-U.S. documents is a access*e venture between the Fadity and the Clewingliouses. The
Facility maintains agmemerts with foreign ministries of eckoation and international immigrations on behalf of the
ERIC system. Seleclion is a Clearinghouse function. These policies and guidelines, together *di those in the
ERIC Pntoesokv Manual (EPM), should help to eragish some consistency of non-U.S. document input

2. DEMOTION OF NON-U.S. DOCUMENTS

Non-U.S. documents we publications which we produced in a county other then the United States or by an international egency.
Non-U.S. documents may or may not be In a !weir language.

Rationale: This dennition is an Wane* to differeMiees between a non-U.S. document and a foreign language document Some
foreign language doouments am produced in the U.S. There we many non-U.S. documents in English. The CXIV
and LANG data elements wit help to promote acceptance of this cnstinction.

3. LANGUAGE OF THE TEXT

When a document is not in English (whether it is non-U.S. or domestic), it should ideally be accompanied by a ,000-1,500 word
summary kl English.

Rational*: 'ERIC is an English language information system. In order to better save the user population, a more complete
summary of documents in foreign languages should be provided than that *warble in a 200-wad sdtstract
Therefore, a 1,000-1,500 word English smeltery, prepared by the benvidual or organization submitting the
document, shotdd accompany each foreign language dammed as an integral part of that documertL A 1,000 word
summary is often adequate to characterize the essential content of shorter documents received *um non-U.S.
sources. Exceptions to the requkement of en English-language summary may be made when the potential mos
of the docunent am expected to be familiar with the language of the document this would apply particularly to
users of documents submitted by the ERIC Clearinghouse on Languages and Linguistics.

4. QUALITY OF CONTENT

Non-U.S. documents should meet hiOler solidity criteria than those applied to domestic documents. Each Clearinghouse is
encouraged to revisw its unique acquisition policies in regard to non-U.S. documentsand to develop its own priorities and spitCiai

guidelines.

Rationale: For there to be as Mks criticism as possible in regard to the inclusion of non-U.S. documents, the significance and
quality of non-U.S. documents shouid be well abrne the level considered to be necessary for domestic documents.

5. TECINICAL REQUIREMENTS (PERTABONG TO REPRODUCIBILITY)

All non-U.S. documents should meet the technical standwds rewired of an domestic documents. Such standards we concerned
with reproducibility, legibility, physical quality, and page size. The ERIC DocumentReproduabilty Guidotinos should be followed.

Rational*: There is no reason to vary technical physical standards from those currently in force.

6. TYPES OF DOCUMENTS

Document types to be considered from non-U.S. souroes will be the same types as those considered from domestic sources,
except for the following types which are not encouraged for submission: resource guides, legislation and regulations. brochures
and pamphlets. There will be exceptions, but as a general rule, those items which ameasily dated, of highly specific local use,
and which list resources generally available only in a foreign comtry, should receive lower priorities.

Rationale: Each Clearinghouse will uitimately make its own selection decision, but as a general guideline there are certain
documents. such as those mentioned above, which appear to be of lower priority than others.

7. LEVEL 3 DOCUMENTS

In general, Level 3 is not an option for non-U.S. documents. Levels I and 2 should be thoroughly exptained to non-U.S.
coneibutors. The Level 3 option should never be used unless a reliable sow= ofcopies can be Identified.

Rationale: Non-U.S. Level 3 documents should be discouraged even more than domestic Level 3s. However, there are rare
times when non-U.S. Level 3 documents should be included. This poky permits Milted inclusion, but strongly
discourages soricitation of such documents.

FIGURE II-6: Non-U.S. DocumentsPolicies and Guidelines for Acquiring
and Selecting Non-U.S. Documents For the ERIC System
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newsktter, etc.); (9) number of returns kw each conference solicited; (10) loProdmible documents
received (versus nem-reproducllie receipts); (11) organization temling to submit acceptable documents

(versus those submitting rejected doornail* (12) organizations submitting docmnents automatically

or periodically on the basis ct agreement (periodic reminders cc krilow-ups to sail organizations are

necessary).

11. Reporting to Centra ERIC

The following statistics for Clearinghouse acquisitkms effots mu to be reported to
Central MC on a quarterly basis and at the annual review: (1) total documents acquired; (2)

total solicitationg (3) number of acquired documents solicited; (4) number of acquired
documents unsoliciard; (5) number of documents selected for RIE; (6) number of documents

rejected; (7) number of doctunents transferred (to otkr Clearinghouses).

For specifics of Central ERIC's current reporting requirements, see Section 7.3 of the

ERIC Adminutrative Procethres Manual.

12. Reporting to the ERIC Facility

The ERIC Clearinghouses are not required to repeal acquisitions statistics to the ERIC

Facility, but they are required n) report all new *Acquisition Arrangements," for inclusion in

the mural compilation ERIC Acquisitions Arrangements.

New acquisitions arrangements are to be reported using a specific form that provides for
all of the categories of information meded, e.g., contact person, level of reimxhmtion
permission, where complimentary microfxhe should be sent, etc. (See Figure 11-7(A)).

F. ERIC Facility Acquisitions Program

1. Scope and Purpose

The ERIC Facility Acquisitions Program was initiated for the following reasons:

to increase the flow of documents to the Clearinghouses from certain SeCtOrS (Fedeng,

State, and International);

to build a foundation of automatic acquisition/distribution arrangemenM

to serve as an expediter for the complex area of Federal Government documents (where
being kxated in the Washington area is important);

to coordinate network acquisition efforts and limit redundancy and confusion (e.g., by
maintaining the ERIC Acquisitions Arrangements list);

to eliminate multiple solicitations by various network components to any one Government
agency, state department of ednzatica, or other organization dealing broadly with the field

of education.
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Clearinghouse

Date Submitted

Submitted By

ERIC Acquisitions Arrangements (EAA) List/Update Worksheet

Instructions: 1. Mark one: New arrangement Deleted arrangement

Changed arrangement (circle what is to be changed)

2. Fill out the worksheet as completely as possible using the guidelines and

examples

3. Return to the ERIC Facility acquisitions Department together with a copy of any

Blanket Reproduction Release form received.

ORGA:

ORGB:

ORGC:

ADDRA:

ADDRB:

CITY:

STATE/PROVINCE:

ZIP:

FOREIGN COUNTRY:

CONTACT/TITLE:

CLEARINGHOUSE:

EFFA NO:

STATE DATE:

LEVEL:

AUTHORIZER:

NOTE A:

NOTE B:

SEND MF:

CONFERENCE:

EFAA (7/87)

FIGURE II-7: ERIC Acquisitions Arrangements (EAA) List
A. Repelling New Arrangement to Facility

June 1992
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mnromp.me.w..=n

Facility effmts ase concentiated in the following seas: Federal agenda; state
&Rama* of education; foreign ministries of educadon; intonational and intergovernmental
aganizationie professional associations or other entities covaing educaion bioadly (e.g., NEA).

The Facility makes arrangements with the OERI-spcmsored Educational Laboratories"
to receive dimity all of their reports that are approved for public disseminatkm. In addition,
the Facility receives all Department of Educatbm input from Central ERIC and all unsolicited
input striving at Central ERIC or EDRS. All such documeaus me assigned to apprrexiste
Clearinghouses for processing. The Facility maintains the UK Clearkghouse Scope of
Interest Gide (see Appendix A) on the basis of infremation received frmn the
Clairinghousai.

The Facility finictions in dbect supped of the Claringhouses by obtaining the
documents of organizations whose plops= cover the entire spectrum of ahmation. The
Facility also functions in many respects as an agent of Central ERIC. It receives dbect zequests
for action from Centml ERIC kvolving both automadc arrangements and specific document&
It works with Central ERE to see that all Department of Education internal reports me obtained
for the system. Visits to Government agencies to establish arrangemaits often me made by
Central ERIC and Facility staff working together. Special acquisition pmjects often are
assigned to the Facility by Central ERIC.

Facility acquisitions me intended to augment and supplement the main ERIC acquisitions
effort, which resides at the Clearinghousa.

2. Sources of Documents

a. Centsul ERIC

All Depimman a Education and unsolicited documents acquired by Central
ERIC are delivered to the Facility by courier for recording and assignment to
Clearinghouses. The Facility is frequaily asked by Central ERIC to report ce the
receipt or status it partWular documaus and to expedite MORIN documents. The
Facility requests certain Department of Education documents frail Central ERIC by title.
The Facility refers all policy questions concerning copyright or repmducdon release to
Central ERIC. Central ERIC refers organizations and individuals to the Facility for
follow-up acquisitions ccuitacts. In some cases, arrangements are initialed by Central
ERIC and completed by the Facility.

b. Automatic Distribution Arrangements

(1) ERIC Facility Acquisitimis Arrangements (EFAAs)

In its area of responsibility, the Facility routinely contacts
education-related culanizatimis in order to establish agmements with them to
acquire relevant publications on a regular basis and to secure Blanket
Reproduction Releases, where aproopriate. When an organintion is willing to
cooperate, details are worked out and the following steps are taken: (1) a signed
release form (if necessary) is obtained: (2) Reply Canis are offered; and
(3) informational ERIC materials are sent to the new contributor.

"The OERI-sponsored Reseamh and Development Centers are each ascigned to a specific Clearinghouse.
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Agency for inetnocdonal Technology
Bloomington, WI 47402
CH: IR START DATE: 88
LEVEL: 2 AUTHORIZER: S. B. Pemn
NOTE: Bianiset. scope, cite evallablity
SEND MF TO: ConeibutorfAuthor

Agony far Internedonal Developereed (10CA)

Clearinghouse on Development Communication
WasNngton, DC M037
CH: IR START DATE: 80
NOTE Federal agency, Level I br
federally funded wools
SEND ME TO: Contributor/Author

Agency for Internationsl Dovelopment (1DCA)

Office of Women In Development
Washthgton, DC 20523
EFAA: 23 START DATE 82
LEVEL: 1 AUTHORIZER: P. Goddard
NOTE: Fedoral agency, monitor & request
SEND kW la enntributor/Author

Agricultural Resserolt Service (DOA)
Hyaenas, kW 20792
EFAA: 58 START DATE: 73
LEVEL: 1 AUTHORIZER: P. Turner
NOTE: Federaf Agency, automatic
SEND MF TO: Coneibutor/Author

Ak Fero* Human NOSOUrCie Lab. (DOD)
Brooks AFB, TX 78325
EFAA: 86 START DATE: 75
LEVEL: 1
NOTE: Federal agency, automatic for
reports produced by AFHRL
SEND I4W TO: CantributorlAuthor

Akron Pubtic Schools
Dept. of Research and Evaluation
Aim, OH 44308
CH: TM START DATE: 85
LEVEL: 1 ALITNOR1ZER: D. W. McCarthy

NOTE: Blanket
SEND MF TO: Contributor/Author

Aiabarna Cantor for Nigher Education
Birmingham, AL 35203
CH: HE START DATE: 83
LEVEL: 1 AUTHORIZER: C. Broy
NOTE: Blanket, monitor & request
SEND MF TO: ContibutorlAuthor

Alabama Public Library Service
Monvornery, AL 36130
CH: IR START DATE: 90
LEVEL: 1 AUTHORIZER: H. Dent
NOTE: Blanket
SEND MF TO: Contributor/Author

Nakano Stale Dapt. of Education
Montgomery, AL 36130
EFAA: 229 START DATE: 81
MEL 1 AUTHORIZER: W. Teague
NOTE: Blanket
Alabama Inbrmation Development System
SEND MF 10: ConnibutarfAuthor

Alabama Stele Dept. of Education
Div. of Vocational Education Santee
fionlgomary, AL 36130
CONTACT: Jamas Kendrick Coordinator
CH: CE START DATE 88
LEVEL: 1 AUTHOIVZSI: S. B. Franks
NOTE: Blank*
SEND MF TO: ContributorlAuthor

Alabama thavereity
Evaluation and Assessment Laboratory
BirrnMghem, AL 35487
CH: TM START DATE: 90
LEVEL: 1 AUTHORIZER: M. Glowacki
NOTE: Blanket
SEND MF TO : Organkration Contact

Malmo University
Inst. of MON"' Education Research

and Services
University, AL 35488
CH: HE START DATE: 81
LEVEL: 1 AUTHORIZER: T. Owings
NOTE: Blaniat scope
SEND kW TO: ConbibutonAuthor

Alaska Sate Commission on Postsecondary Education
Juneau, AK 99811
CH: JC START DATE: 94
LEVEL: 1 AUTHORIZER: R. A. Phipps
NOTE: Bienket
SEND kW TO: Contributor/Author

Alaska State Commieelon on the Status of Women
Anchorage, AK 93503
CH: RC START DATE: 86
LEVEL: 1 AUTHORIZER: B. Baker
NOTE: Blanket, monitor & request
SEND kW TO: Contributor/Author

Alaska Mato Dept. of Education
Juneau, AK 99811
EFAk 158 START DATE: 7$
LEVEL: 1 AUTHORIZER: K a Crane
NOTE: Blanket. automatic
SEND ME TO: Contrbutor/Audwor

Alaska State Dept of Education
Office of Adult and Vocabonal Education
Juneau, AK 99811
CH: CE START DATE: 88
LEVEL: 1 AUTHORIZER: V. Jacksen
NOTE Blanket
SEND MF TO: Contributor/Author

FIGURE II-7(B): ERIC Acquisitions Arrangements (EAA)
B. Sample Page (of Annual List)

ERIC Procesainig Manual II-32
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(1) Clearinghouse Requests

Clearinghouses are invested M ask the Facility fro documents they wish
to obtain from any organize** with which the Facility has an exist*
mamma, or from any branch d die Federal Government. The Facility will
either obtain the documents or let the Clearinghouse know if they am
=available. Occasionally, Central ERIC also requests die Facility to obtain
specific titles.

(2) Scanning

Serial *Illations, newslefters, and brochures of the organizadons within
the Facility's scope me regularly scanned. GPO's Monthly Catalog of US.
Govenanent Publications is reviewed cover-to.cover every month for education-
related documents. NTIrs Gowrnment Reports Announcenwnts (GRA) is also
regularly warmed (particularly Section 5) for this purpose. In each case. the
Facility first attempts to obtain relevant documents from the original source
bekee considering purchase.

Publication lists, news releases, etc., outside the Facility's scope of interest
are forwarded to the appropriate Clearinghouses.

3. Assignment of Documents to Clearinghouses

All documeas received by the Facility are assigned to the single most apprceriate
Clearinghouse for evaluation and selecdon. The troper assignment is determined by reference
to the Facility-maintaked ERIC Clearinghotue Scope of Interest Guide (see EP111,
Appendix A). When a docinnent overlaps die scope of two or more Clearinghouses, die
Facility assigns the document to the Clearinghouse with, in its *grant, the strongest claim
to jurisdictim over the subject matter of the document. However, a copy of the title page is
transmitted to the other interested Clearinghouses, together with a sticker (Figure 114)
indicating where the basic assignment was made. The sticker serves to alert those
Clearinghouses that might Ike el question the assignment it also tells the Cksringhouse
receiving the document that cam should be taken in indexing to reflect the interests of the
related Clearinghousts.

SCOPE OF MEREST
NOTICE

The ERIC Facy has stoirwad
this document tor prooessing

lo ow judgment, thls doomed
ko oiso at Wood to tto Clow-
In004ims noted to 0* tight.
Indexing shook! toned theIr
%pedal Orbs d

FIGURE 114. Scope Overlap Sticker

No selection decisions are made at the Facility. All documents received are assigned.
Even flyess, brochures, news releases, and handouts are forwarded to the Clearinghouses for
their information value (though such materials are not part of the statistical count of documents
assigned).
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4. ERIC Acquiskioas Angigements (UA) Systemwide Ust

The Rici lity publishes annually a cumulative sysannwkle lie of all Clearinghouse and
Facility acquisitions anansmarts (see Figure 11-75 for a sampe page). Entries site the name
of the organization, location, date anangement began, level of repoduction release,
authorization, admixing person, and any additional exploratory notes. The list includes all
organizations whose materials are regularly and routinely acquired by ERIC and its use helps
to prevent &vacate acquisitions efforts and to faatate dw exchange of release fauns.

In solkiting new ERIC Partners or new ERIC Acquisitions Anangements,
Clearinghouses should always first check the ERIC Acquisition &rage:news (EAA) list and
its supplennots. OrganizMions alieady listed in the FAA as arrangements et the ERIC Facility
or d mother ERIC Clearinghouses should not be contacted without the prior approval of the
components claiming them.

Chorges, additions, and &lemmas to the EAA should be reported to the ERIC Facility
using the special hem designed for this purpose (see Figure II-7(A) "ERIC Acquisitions
Arrangemesrts (EAA) UM Update Worksheet* Acquisitions Coordinators at the Clearinghouses

should sold a completed coey of this form, together with any accompanying blanket release
form, to the ERIC Facility whenever changes occur in arrangements.

5 Standard Forms Used By the Facility

A mmrber of forms, cards, and sticken or labels are used by the Facility to help expedite

wort flow, as follow&

a. Form Letters

The Facility uses several fonn letters to serve a variety of recurring needs: e.g.,
"Request for Specific Document(s);" "General Solicitation:" "Thank You Letter" (see
Figures II-WA-CD.

b. Reply Cards

The Facility has a Stmdanl Reply card form that is often used when disposition
information is requested by the contnbutor. These forms me provided upon request to
contrilmtors to affix to incoming documents. (See Figure II-3.)

e. Reproduelion Release Forms (Blanket and Individual)

The Facility is responsible for the two Reproduction Release Forms used by the
system. Modifications are made at Central ERIC's direction and supplies of both farms
are stocked by the Facility. (See Figures II-5 (A-B) previously listed.)
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6. Recordkeepkig

The acquisitions effort requires the creation of several specific files. Only those most
rekvant to external ERIC components will be di:scaled kre.

a. In-Process FR*

An autanated tide file is maintained of all documents ccoling intet the Facility,
whether solicked or unsolicked. This file records die title, dee received. Clearinghouse
assigmnent, and any other important information, providing a duplicate check and
locatku control over all Facility receipts.

b. Acquisitions Arrangements Ffie

Individual file folders are kept on each formal acquisitions arrangement, including
all correspondence and all Blanket Reinoducdon Release information.

7. Reportiag to Central ERIC

The following regular reports are provided to Central ERIC:

Acquisidons Depatment activities aid statistics are ptported in ;he monthly Facility Report
to Central ERIC.

Acquisitions statistics aie summarized by sauce in the quarterly Acquisitions Summary
Report.

Special ad hoc acquisitics reports may be requested periodically througlumt the year by
Central ERIC, e.g., foreign receipts, practitioner-oriented materials. etc.

S. Miscellaneous

a. National Diffuskm Network (NDN)

The Facility cooperates with NDN in an effort to see that all NDN documents are
considered for inlet to ERIC.

b. Alerting Services

Occasionally, the Facility engages in activities calculated to alert the
Clearinghouses to new publications of interest, e.g., Baker & Taylor Current Awmeness
Service, etc. In all such poses, the responsibility for deciding upon further acquisitions
action rests with the Clearinghouse.

c. Prognun Effectiveness Panel (PM

The Program Effectiveness Panel (MP) is a continuation of the previous Joint
Dissemination Review Panel (JDRP)both are efforts to identify successful projects
whose results can be validated.

ERIC cooperates with PEP in an effort to receive packages of project reports,
project-descriptive materials, and sample outputs, that can be entered into the ERIC
database and archived on microfiche as resource materials for resexch cm successful
projects.

78
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G. Cunwit Index to Journals in Education (CUE)

CUE covers journal articles, uot documents. Therefore, acquisitbas efforts fir CUE are
concerned with arranging subscriptims for appropriate journals.

me CUE Publisher maintains a complete list of all journals cunently covered ca a tegular
basis, comprehensively oc selectively. This list is pAiished as the 'Some Journal lakee in each
monthly isan) of CUE. 'Me 'Some Joumal Index" cites for each *mai, the publisher. publisher
address, frequency, price, ISSN number, assigned Clearinghouse, and whether the journal is covered

convehensively.

Each journal covered is assigned, on the basis of its subject matter, to a particular ERIC
Clearinghouse. In most cases, Clearinghouses "assign* jownals to themselves by voltmteerbig to cover

a particular impel.

Journals that cover more than one area of the field of education, that fall outside the save of
any existing Clearkighouse, or that cover the field of edwation broadly, are *assignee by an infixmal
process ci negceiation often involving Central ERIC, the ERIC Facility, and the most 1*mi
Clearinghouse&

A Clearinghouse that accepts rap:inanity for a particular journal must subscrthe to the journal
(or obtain a complimentary subscription)) and must ensure that all issues are obtained and screened.
(Set Fipre 11-11-G for a typical Clearinghouse request feu a complimentary journal subscription).
A Clearinghouse respondble for a given journal is responsible for geducation-related articles In titat
journal and not just for those within its scope.

The selection of new journals is the respoursibility primarily of the Clearinghousere however,
a new journal may be nominated for coverage by any ERIC component. Infarmatkm concerning a
candidate journal should be sent, torther with any supporting information, to the relevant
Clearinghouse. If the relevant Cleainghouse cannot be determined, the candidate should be sent to
the ERIC Facility which, in conjunction with Central ERIC, will make this determination.

This responsibility for deciding whether to cover a new journal rests with the Clearinghouse&
When the total number of journals covered by CUE is ccesidered by the CUE Publisher to be at or
close to the maximum, it may be necessary to delete a more marginal journal in order to add a more
signific9nt journal.

Journals covered by CUE can be clasecd into three groups:

1. Comprehensively Covered Journals

Journals of high quality that are concerned entirely with the field of education are
irocessed "cover-to-cover," i.e., all significant articles are cataloged and indexed. Ibis excludes
editorials, letters to the editor, schedules of events, newsletters, book reviews, regular columns,
and advertising. It is useful to the practicing educator, reference librarian, educational
researcher, or other user to be assured that all articles in such journals will be indexed by CUE
Such journals are indicated by an asterisk in the "Source Journal Index "
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2. Selectively Covered Journals

kounals of high cloak that, while not catcalled entirely with ahmation, regularly
CaOlin some aducation-telated sticks, are procemed selectively, Le articles not mbatel to
education me excluded, as are the miscellaneous types of materials referred to above in the
explanatke of comprehensive coverage. Convernely, all alacation-telaied articles appearing
in such joutuals are covered. Journals covered selectively appear in the "Sotarce Journal Index'
without an astrisk.

3. "Make Journals

Journals of high quality dig occasionally may contain an article related to adoration are
coveted on a"oneshce basis. These journals me not itgularly monitored or indexed by any
Clearinghouse. Detecting a rehsvant ankle in such a journal will often be accidentd and
fortuitous. It is pamissale for a Clearinemuse to input my good quality, edocadon-telated
article that may be found in a journal not regularly covered by CUE. Journals of this type,
fiom which weskit articles me chosen, do not appear in the "Sowce Journal lake

Articles fit this type should be identified by wiiting "oneshot" in the comments column
of the Clearinghouses Accession Log Sheet.

If the journal from which the "oneshot1 mticle is being taken is not well known, it may
be lullpful to the user to include in the catabging the address of the journal. This decision is
up to the Clearinghouse.

If a Clearinghouse finds that it is indexing one or more articles from each issue of such
a journal, it should consitkr the journal for possible selective coverap status.

H. Acquisitions Data Report (ADR) for Duplicate Checking

I. General

Because of the decentralized natum of the ERIC system, it is necessary to devise an
effective way for each Ckminghouse to be able to check on docmnents that me being Focused
by other Clearinghouses. The differing subject specializations of each Clearinghouse are not
enough to avoid potential duplkate processing efforts. Document topics often overlap
Clearinghouse scope areas and it is not unusual for two or more Clearinghouses to feel equally
justified in processing the same document

The Acquisitions Data Report (ADR) is intended to eliminate the processing of duplicate
documents. The ADR is a file of titles reprraenting documents recently acquired by the
Claaringhouses that we still "in process.* Documents may be at viitually any stage of the
processing cycle: evaluation, selection, reproduction release. accessioning. cataloging, indexing.
abstracting, document preparation (for filming), etc. The minimum requiranent is that a
document must at least have been assigned a temporary Clearinghouse Accession Number, since
that is its basic identifying "tag* in the ADR system.

"In-Process" document titles ate !epoxied to the EXIC Facility preferably at least twice
a month. The Facility combines all Cleminghouse reports into a single alphabetic file, asterisks
the "potential duplicates," and feeds back a "potential dupikates" repon to the Clearinghouses.
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The purpose cd' the ADR is to provide a mechanism for the ERE Clearinghouses to
identify documents that other ERE units me processing, in mitt to avoid duplicate processing
of those same documents. When a Clearinghouse finds that a document it has oltsimsd is also
being !accessed by another Clearinghouse, it should contact the other Oeiniughouse to
negotiate wlich should most appropdately process the document in question. Automated
duplicate checking is amently done on the basis of documeM We, Itle MC data clamant that
all documesas have and therefoni the best method of klentifying potential duplicates. Thies am
matched against each other, with ddes having thirty identical characters being tagged as
l'potential duplicates," (with the final detamination to be made intellectually).

2. Mixability

The ADR is accessible to the Cleminghouses in two forms

a. An online file of all in-process titles reported for the past year. The online ADR is a
real-time online system enabling Clearinghouses to interrogate mid update the file daily
or weekly, as they choose. The online ADR Me is housed on a microcomputer at the
ERIC Facility. This miemcomputer operates 24 hours a day, 7 days a week, so that it
can be accessed by a Clearinghouse at say time. Clearinghouses can interrogate the file
for individual tides and can add individual titles to the file, bcsh in real time.
Clearinghouses also can choose to add tides in a batch file to dm ADR. When the batch
file update colon is selected, the update process takes place during the upcoming
evening hours, after II p.m. A Clearinghouse can obtain a report on duplicates in the
previous night's input by dialing into the system the next day.

b. A monthly printed form consisting of an alphabetic display of all titles reported for a
running six-mmah price period (e.g., January-June. February-July, Match-August. etc.)

3. Sample ADR Records (C10, Pagination, Date, Disposition, Title)

The following tat describes the format of individual ADR recce*. The record format
remains the same whether records me being repotted to the Facility in paper fonn, on a floppy
disk (as a straight ASCII file), via an celiac transmission at the same time as Rmfam data
(but as a separate file), or (Erectly into the ADR online system. the ERIC Facility will accept
ADR data via any of the above roMes.
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An ADR tide record consists of a single grin of data, SO characters in length, made
up of five distinct elements, as follows:

Dedicated
Chtuulers

Data

8 gestingpouss Accession Plumber ( rao aphis, six numeric)

Begins in Position 1. Unique idinetyln8 meaber; ebeeld new be Mewed-

Example

CE123458

4 Pegkistion

Begins in Peskiest 0, immediately Mir the eacession number. AA numerics. right
justified within the allocaled space in the case of a document with numbered pages. use
the last numbered pegs. In the case of an unmanhered document, estimate the pages as
dandy as possible.

325

7

1

Pubacstkin Date (DDIAIMYY)

Begins In Position 1$ Immediately after the Paginatkm. Right jusWy with the allocated
space. Do not use brackes or parentless* for suppied dates. If a &cement has no date
and none can be intoned torn internal evklance,P. accepable to record "Per (no date).

Disposition

Position 20
1 Selected for RM. Immediate processing possible
2 $. Selected for R1E. Processing delayed must be held for release

or other temporary moat
3 Selected for R1E. PmcessIng could not be cmnpleted.

DAUM

GO Title

Begin in Position 21.

Record as much of the tile as wit lit in the GO spaces anotted for It Do not stop
prematurely. Leading articles (a, to, the) are ignored by the system for Sing and duplicate
chedring purposes.

Americ:a MOO

The purpose behind including Pagination and Publication Date in ADR records is to
provide some additiceal bibliograOic elements that might help distinguish between two or more
items having the same tide.

Since ADR reards are often created by clerical or seczetarial staff, titles should simply
be recorded as shown on the document, without undue concern about following complicated
cataloging ruks, e.g., paralki tides, series titles, English translations of foreign titles, etc. that
might cane into play later if the document is processed.
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CLEARINGHOUSE
NUMBER

TITLE

CE054407
CE054415
CE054417
CE0544201
CE054422
CE054423
CE054424
CE054428
CE054429
CE054431
CE054437
CE054455
CE054457
CE054458

28 DEC891ASSESSING LEADERSHIP BEHAVIOR: BEYOND TASK ANALYSIS.
33 871TRAINING OF TRAINERS IN DENMARK. AN ANNOTATED BIBLIOGRAPHY.
41 FEB891TRAINING OF TRAINERS IN THE NETHERLANDS. A DOCUMENTATION DOS
05431JAN871VOCATIONAL TRAINING IN THE NETHERLANDS. A SELECTED BIBLIOGRA
36030N0V891MILITARY CAREER GUIDE: EMPLOWENT AND TRAINING OPPORTUNITIE
122 NDIMILITARY CAREER PATHS: CAREER PROGRESSION PATTERNS FOR SELE
12 871SECOND commuNrry PILOT PROJECT PROGRAMME: TRANSMISSION OF YOU
41 FEB901WORKFORCE FUTURES: STRNTEGIC PLANNING IN THE STATrS . RESEAR

9 OCT8910N DEFINING LITERACY.
110 901CHILDBEARING YEAR.
25 JAN901EDUCATION PROGRAMS IN THE DEPARTMENT OF DEFENSE.
NP ND2IMPLEMENTATION GUIDE FOR CAREER AWARENESS IN-SCHOOL EXPLORIN
4 ND1LANGUAGE BY DEMAND: A CASE FOR VOCATIONAL ENGLISH IN SECOND
7 MAY891SCHOOL-TO-WORK TRANSITION FOR AT-RISK POPULATIONS: HOW TO

7-ti\
PAGINATION DISPOSITION CODE

DATE

4. Ilivw7 to Report ADR Data

ADR title records for in-process documents may be reported in paper form on the ADR
Input Form (see Figure II-9(A) and (B)) or, preferably, in machine-readable equivalent
records. The machine-readable records may be sent to the Facility on floppy aisk, as a
component of the regular weekly (Wine transmission of RIE/CIJE data, or as an update
(individual title cp.- batch of tides) to the ADR online system.

Section IX of the ERIC Processing Manual, on "Data Entry," covers ADR data entry
in complete detail. The ADR online has its own separate explanatory documentation. Basically
the file of titles to be reported should be created and identified separately on the
Clearinghouse's micmcomputer. The Clearinghouse should then connect with the ADR online
and, following the instructions provided by the system, transmit the new title file data.

BASICINFORMATION

ADR Online Telephone Number: 1-3014170983
(Keyed as: A=13014170983 Long Distance; ATDT4170963 (Local MD Area)

ED: Each ERIC Component be identified by their standard two-dlaracter prefix, e.g., CE, CS, etc. The system also
asks for the CH Prefix directly at a law paint.

PASSWORD: Each ERIC Component wig be assigned tip to a six-character Password. For mnemonic purposes, this Pastreord
will be based on the Directors name, e.g.. 'Roarer.* Individual users wilt not be specifically identified.

Time Aliotment acti user will be allotted no more than 30 minutes per session in order to prevent any one user from tying up the
system excessively.
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RULES FOR
ENTRY OF
DATA:
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1. Data may be block iettered chr typed. When fettering. follow the indicated spacing foe clarity. When typing, the space merits may be ignored.

2. Observe the mexknum number of chereeters indicated In the column heading for each of the fixed length fields tcolumns 1.201.

3. Punctuation end special charecters may be used y in the tide held.

4. Pagination need not be *sect but (nay be the number given on the lest eaquentleitynumbered page of the document. Unpaginsted documents should
be deacribed es "IMP" (not paginated!, If over 10 pages. Pagination here Is Intended only to provide a basis for COMPOrfOrro between two Or mete
potentiat duplicates.

S. Recording of a "Disposition Code" Is optional. Clearinghouses should use the AOR for ell RIE Contestant*, but may use It for other accessions as wee.

S. Enter the this wordy att it appears on the document, Including Mittel articles, punctuation, and epee* characters beg.. quotation made, parentheses!.
This simple rubs "MI facEltate both the origin* making of entries and the later comparison of titles. A maximum of $O characters of the Otis wN be
recorded. if you should type mere than 00 chwamets on the farm, the excess chwecters will be deleted. Documents with title* that we the sante for
their entire length, or for more than SO characters, should be distinguished from one another by title truncation and the addition of some distingulehletg
data, e.g.. Vol. t, Vol. 2, etc.
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ACQUISITIONS

ERIC CLEARINGHOUSE ACQUISITIONS DATA

TITLE ACCESS NO PACES

OCT 91

PULDATE DISP

PAGE 28

ENT.DATE

ECONOMIC COMPETITIVENESS AND INTERNATIONAL KNOMLEDOE. SPEC ME024076 54 JAN89 I *01-91
ECONONIC CONPETITIVEVESS AND INTERNATIONAL KNOWLEDGE. SPEC 102407? 46 FE189 1 *01-91
ECONOMIC DEVELOPMENT THNOUGH TECHNOLOGY TRANSFER: THE ROLE 0 FL019233 15 ND 1 08-91

ECONONIC IMPACT Of JOHNSON COUNTY COMMUNITY COLLEGE ON JC910408 25 APR91 1 10-91
ECONOMIC IMPACT OF THE COMMUNITY COLLEGE SYSTEM ON TME S JC910419 34 AUG91 1 20-91

ECONOMIC LITERACY IN THE UNITED STATES, GERMANY AND AUSTRIA 50021499 Np 90 1 08-91
Mom, POLITICAL, AND SOCIAL ISSUES THAT AffECT THE GROMT noing6 5 91 1 07-91
ECONOMIC MMOUCTIVITY AND ADOPTABILIIY FOUR STATE-OF-THE ART RC011189 102 MAIM 1 06-91

ECONOMICS. 50030476 NP $9 2 *11-90
ECONOMICS AND ENTREPRENEURSHIP. TEACHING STRATEGIES. NASTER CE016399 169 91 2 12-40
ECOMONIC VALUES IMPLICIT IN THE SOCIAL CONSTRUCTION OF AMERI 14E024595 52 APR91 1 06-91

ECOSISTEMAS UROANOS: LINO DEL MEDIC ANBIENTE 4/URDAN ECOSYS F1.019728 400 82 1 10-91

EDITORS AND HARDWARE: THREE CASE STWIES IN TECHNOLOGY AND N CSE07473 115 MAY89 1 07-91

EDUCATED TO 8E INYISIOLE: THE GAY AND LEMAN ADOLESCENT. CG023530 25 89 1 08-91

EDUCATING AFRICAN AMERICAN MALES: A DREAM DEFERRED. 110028212 59 MAY90 2 08-91

EDUCATING BLACK MALE YOUTH: A MORAL AND CIVIC IMPERATIVE. 50021412 48 88 I 06-91
EDUCATING COAST GUARD OfFICERS. HE-024915 14 NOV90 1 09-91

EDUCATING COLMSELORS IN VOCATIONAL GUIDANCE: THE PROCESS AN CE058538 26 41101 1 08-91

EDUCATING OLTIMALLY AND LINGUISTICALLY DIVERSE PRESCHOOLERS PS019688 35 91 1 06-91

EDUCATING FOR A CHANGE. CE059120 206 91 1 *10-91
EDUCATING FOR A CHANGE. AN ASC SKILLSHOP IN POPULAR EDUCATIO CE099122 82 90 1 *10-91

EDUCATING FOR A CHANGE. A SKILLSHOP FOR COMIEMITY EDUCATORS CE059124 112 aa 1 *10-91
EDUCATING FOR A CHANGE. A SKILLSNOP FOR IMMIGRANT COMMUNITY CE059123 94 410.90 1 *10-91

EDUCATING FOR A CHANGE. A SKILLSMOP FON TRADE UNION EDUCATOR CE059121 74 89 1 *1041
EDUCATING FL* CITIZENSHIP: AN URGENT PRIORITY! S0021311 42 90 1 05-91
EDUCATING R.N.S FOR THE BACCALAUREATE. PROGRAMS AND ISSUES. HE024600 230 MAY90 1 06-91

EDUCATING STUDENTS MTH SEVERE DISANILITIES IN GENERAL EDUCA EC300631 20 91 1 10-91

EDUCATING THE CONSUMER ABOUT ADVERTISING: SOME ISSUES. ERIC 0507445 2 91 1 07-91
EDUCATION 2000: A VISIONARY ODYSSEY. OSSC REPORT. EA022795 9 91 1 05-91
EDUCATION, ADJUSTMENT, AND DEMOCRACY IN LATIN AMERIC EA022547 71 NOY90 2 *01-91
EDUCATION, ADJUSTMENT, AND DEMOCRACY IN LATIN AMERICA. $0021478 71 NOV90 1 *08-91
EDUCATION AGENDA FOR MINNESOTA: THE CHALLENGES TO OUR COMM EA023139 23 HAM 2 07-91
EDUCATIONAL ASSESSMENT AND EARLY INTERVENTION FOR HANDICAPPE EC300289 6$ 87 1 05-91
EDUCATIONAL AUTOBIOGRAPHIES Of FENINIST TEACHERS. C5212898 10 MAR91 1 07-91
EDUCATIONAL CHOICE IN WASHINGTON STATE: A CASE OF CHOICE. EA023006 28 DEMO 1 06-91

EOUCATIONAL CHOICE: ISSUES FOR POLICYMAKERS. EA023216 70 DEC90 1 09-91
EDUCATIONAL CHOICETHINKING IT THNOUGH. INSIGHTS ON EDUCA EA022762 4 89 1 05-91
EDUCATIONAL COMPUTING AND TEACHERS: CHANGING ROLES, CHANGING I9015154 9 91 1 07-91

EDUCATIONAL COMPUTING SOCIAL FOUNDATIONS: A SYMPOSIUM I9015153 2 91 1 07-91
EDUCATIONAL DECISIONS, FAMILY BACKGROUND AND TRACKING IN THE 50021553 35 91 I 08-91
EDUCATIONAL DISADVANTAGES OF VIETNAMESE AMERASIANS IN COMP F1.019144 14 4A1490 2 05-91
EDUCATIONAL EMPOOERMENT: A FORMATIVE LOON AT CHOICE AND MI SP033174 28 APR91 1 07-91
EDUCATIONAL EQUITY IN THE THIRD KAYE: TECHNOLOGY EDUCATION F $0021676 14 86 1 10-91
EDUCATIONAL EVALUATION AND REFORM STRATEGIES. COUNTRY REPO ER02=45 36 90 1 10-91
EDUCATIONAL EXCELLENCE THROUGH EFFECTIVE $CHOOL LISRARY MEDI 161053721 17 89 I 07-91
EDUCATIONAL EXCHANGES BETWEEN THE UNITED STATES AND THE $O EA022839 10 DEC89 1 05-91
EDUCATIONAL EXPENDITURE PATTERNS IN A REGION OF ONTARIO, 1 EA022955 52 90 1 06-91
EDUCATIONAL GUIDANCE FOR ADULTS. IDENTIFYING COMPETENCIES. CE058149 63 91 1 06-91
EOUCATICWAL IMPACT OF THE APPOINTMENT OF FULL-TIME TRAIN 12053680 102 90 1 06-91
EDUCATIONAL IMPLICATIONS FOR GIFTED STUDENTS IN THE MIDDLE S EC300321 20 90 1 06-91
EDUCATIONAL INTERPRETING FOR DEAF STUDENTS: REPORT OF THE OA EC300257 50 89 1 05-91
EDUCATIONAL LEADfRSHIP IN ALBERTA: A STUDY CONDUCTED ON BE 5*022916 122 JAN91 1 06-91
EDUCATIONAL LEVEL Of ILLITERACY RATES OF T.THERS AND STEP- FL019145 21 JAM90 2 05-91
EDUCATIONALLY APPROPRIATE KIIMERGARTEN PRACTICES. NEA EARLY P5020049 112 91 1 10-91

EDUCATIONAL PERSPECTIVES. JOURNAL OF THE COLLEGE Of EDUCATI 1.0028070 40 89 2 05-91
EDUCATIONAL PLACEMENTS FOR GRADUATES OF PRESCHOOL PROGRAMS F RC018190 15 18MAR90 2 06-91
EDUCATIONAL PLANT SLMYEY: SEMINOLE COMMUNITY COLLEGE. JC910354 62 23JUN89 1 08-91
EDUCATIONAL PROGRAMS FOR GIFTED AND TALENTED CHILDREN. GUIDE EC300368 24 89 1 07-91
EDUCATIONAL PROGRAMS THAT MORK: A COLLECTION Of PROVEN EXEM U0027808 22 89 2 *12-90
EDUCATIONAL PROGRAMS THAT MC*K. A COLLECTION Of PROVEN EXEMP 12014823 20 89 1 *12-90
EDUCATIONAL PROYISION IN NEN ZEALAND FOR CHILDREN KITH LEARN EC300253 41 Se 1 05-91
EDUCATENULL REFORM IN THE 1980'S: EXPLAINING SOME SURPRISI EA023000 21 SEIM 1 06-91
EDUCATIONAL RESOURCE GUIDE. EC300221 320 DEC90 1 05-91
EDUCATIONAL STATISTICS YEARBOOK OF CHINA, 1989 TH017237 247 1JAN89 1 10-91
EDUCATIONAL TECHNOLOGY AND THE RESTRUCTURING POOVEMENT: LESSO IR0141161 7 90 1 *02-91
EDUCATIONAL TECHNOLOGY: COMPUTER-BASED INSTRUCTION. HEARING I9053781 177 18JUN91 1 10-91
EDUCATIONAL TECHNOLOGY CURRICULUM THEORY: TOWARD A NEN LANGU I9015158 2 91 1 07-91
EDUCATIONAL TECHNOLOGY IN THE KINDERGARTEN THROUGH THELFTH 0 I1015251 SA AUG90 1 09-91
EDUCATIONAL TRENDS IN SOUTH CAROLINA TM017080 86 1JUN91 1 *08-91
EDUCATIONAL TRENDS IN SOUTH CAROLINA 114016125 89 1MAY90 1 *03-91
EDUCATIONAL UPGRADING OF 8ILINGUAL REFUGEE HOMERS IN MINXES CE058271 183 JUN91 1 07-11
EDUCATIONAN ANNOTATED BIBLIOGRAPHY OF CURRENT ISSUES (JANV I1014908 82 89 1 *0e-91
EDUCATIONAN ANNOTATED BIBLIOGRAPHY OF CURRENT ISSUES (JAOU 111014932 172 JAN91 1 *02-91

111014910 120 90 1 *03-91EDUCATIONAN ANNOTATED BIBLIOGRAPHY OF CURRENT ISSUES (JULY
EDUCATION--AN ANNOTATED BIBLIOGRAPHY OF CURRENT ISSUES (OCTO I9014909 137 90 1 *03-91
EDUCATION AND BILINGUALISM FL019496 147 87 2 08-91
EDUCATION AND LIFESTYLE OF THE CHINESE LITERATI. $0021359 NF 88 1 06-91
EDUCATION AND OCCUPATIONAL MOBILITY. TECHNICAL PAPER NO. 5. CE058262 14 0CT89 1 07-91
EDUCATION AND PRIMARY HEALTH CARE. UNESCO-UNICEF CO-OPERATIV PS019417 143 MAR86 1 05-91
EDUCATION AND SOCIETY: ISSUES FOR THE 905. 50021120 46 90 1 *01-91
EDUCATION AND SOCIETY: ISSUES FOR THE 405. PROCEEDINGS. ANN CE056203 46 APR90 2 *12-90

EDUCATION AND TRAINING FOR MORK: THE POLICY INSTRUMENTS AW) CE057602 62 APR91 1 05-91

FIGURE II-9B - Printed APR (Sample Page)
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ACQUISITIONS

ERIC °PROCESSING AND REFERENCE FACILITY

1301 FICCARD DRIVE, SUITE 300, ROCKVILLE, MARYLAND 20850-4306

(301) 258-5500

OPERATED FOR THE U.S. DEBARMENT OF EDUCA11014 by ARC Professional Services Gft) Up, Information Systems Division

Dear Regular Contributoc

We have recauly seen a reference to the document(s) listed below. We would like to obtain a

complimentary copy to consider fox announcement in ERIC's monthly abstract jounal Resources in

Education (RIE) and possible inclusion in the ERIC database.

The document(s) requested is/are:

Please send the above document(s) to the ERIC Facility to the attention of the Acquisitions

Department. We appreciate your attention to this request Should you have any questions, do not

hesitate to call.

Sincerely yours.

Name
Position

FIGURE II-10: ERIC Facility Form Letter
A. Request for Specific Document (by Title)

ERIC Procesainig Manual
June 1992



ACQUISITIONS

ERIC

Dear Colleague:

PROCESSING AND REFERFNCE FACILITY
1301 PICCARD DRIVE, SUITE 300, ROCKVILLE, MARYLAND 20850-4305

(301) 258-5500

OPMATED FOR THE U.S. DEPARTMENT OF EDUCATION by ARC Profession& Services Group. Wonnotion Systems Division

The Educational Resources Information Center (ERIC) is a nationwide computer-based information
system sponsored by the Office of Educational Research and Improvement (OERI). One of ERIC's
functions is to collect documents relevant to the field of education for annomicement in its monthly
abstract journal Resources in Education (ME). Documents selected for RIE are made available to the
educaticmal agnmunity in paper copy and/or microfiche through the ERIC Document Reftmduction
Service (EDRS).

There are numerous advantages to having a docurmat in ERIC, e.g., it receives broad announcement
within the educational community, it becomes available ffor retrieval on ERIC'S online database, it is
filmed and placed on microfiche for archival purposes, and after your supply of the document is
depleted, you may refer requests for it to EDRS.

We would appreciate receiving a complimennny review copy of the document(s) listed below for
possible announcement in RIE and inclusion in the ERIC database.

Please send the above document(s) to the ERIC Facility to the attention of the Acquisitions
Department. We appreciate your attention to this request. Should you have any questions, do not
hesitate to call.

Sincerely yours,

Name
Position

June 1992

FIGURE II-10: ERIC Form Letter
B. General Solicitation

11-45 ERIC Processing Manual



ACQUISITIONS

IC ACKNOWLEDGPENT

Thank you for sencilng your document(s) or journal(S) to ERIC.

We appreciate your contribution. This material will be assigned to the
most appropriate ERIC Clearinghouse, where it will be evaluated for
possilale announcement in Resources in Education (RIE) or Current Index
to Journals in Education (CUE), as appropriate. Please allow for normal
publishing lead times between receipt of the material and, if selected,
announcement by ERIC.

If you have available or develop other materials you believe would be of
interest to educators, please send them to the ERIC Facilky.

Thank you for your interest in ERIC.

Acquisitions Librarian
ERIC Processing and Reference Facility
1301 Piccand Drive, Suite 300
Rockville, Maiyland 20850-4305
Telephone: (301) 258-5500

4-92

FIGURE 11-10: ERIC Form Letter
C. "Thank You" Letter
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ACQUISMONS

(Clearinghouse)

(Date Requested)

(Requested Ay)

CLF--RINGHOUSE ACQUISITIONS REQUEST
(To the ERIC Facility)

Document Requested

1. Title:

2. Publication Date:

3. Author:

4. Order Number:

5. a. Institution:

b. Division/Branch:

6. EFAA 0 (if any):

7. Supporting documentation
attached.

yes

(e.g.,

no

copy of complete citation) is

If not, what was your source for document information?

Duplicate Check History (To avoid double work)

1. Title Indexes

Current Year: 1992 Show months checked to

Cumulations: 1990-1991 yes no
1984-1989 yes no

2 Acquisitions Data Report (ADR) Online
or

printed version Show months checked to

3. Clearinghouse Inhouse Records yes no

Notes/Comments from Clearinghouse:

. Notes/Comments from Facility:

EFF 76 rev. 1'92)

FIGURE II-10: ERIC Form Letter
D. Ckaringbouse Acquisitions Request (to Facility)

[requesting Facility to acquire document]

June 1992 ERIC Proccsaing Manual



ACQUISITIONS

_AM

IMO 41iL.

Dear Colleague:

I am writing on behalf of the ERIC Clearinghouse on
Urban Education to request your assistance in obtaining
copies of papers and proceedings of the following
conference for possible inclusion and dissemination
through the ERIC system.

The Educational Resources Information Center (ERIC)

system is a federally-funded information storage and
retrieval network designed for the use of professional
educators, students, and others who are interested in
various aspects of education. As one of the sixteen
clearinghouses in the ERIC system, the Clearin7house on
Urban Education is responsible for gathering written
materials of all kinds concerning the experiences of
urban and minority children and youtL. We would be
particularly grateful if you assist us by sending us
papers presented at the conference, or by providing a
copy of the conference program.

ERIC is not a publishing organization. Documents
submitted are reproduced and disseminated to libraries
and other institutions housing ERIC collections. The
authors of documents submitted to ERIC do not transfer
copyrightsthose remain with the authors. Enclosed is
our standard request for Reproduction Release form and
a description of areas of particular interest to this
Clearinghouse.

Thank you for your assistance. If you have any
questions regarding this request or the ERIC system in
general, please do not hesitate to write or call.

Sincerely,

Name
f Position

Encl.

FIGURE II-11: Clearinghouse Acquisitions Letters (Typical)

A. Conference Documents

ERIC Pmcessinig Manual II-48 Awe 1992
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ACQUISITIONS

I_ ICJ CLEAR*IGHOUSE FOR SOCIAL STUDES/SOCIAL SCENCE EDLICAMN

Social Studies D. Center
2005 East Tenth Street, Suite 120
Indiana University
Blaafningtan, Indana 47405
(812) 3354838

We recently read about your organization and would like to have more
information about your activities. Will you put us on your mailing
list to receive your newsletters, publications lists, and other
complimentary materials?

The Educational Resources Information Center (ERIC) is a network of
16 clearinghouses funded by the Office of Education Research and
Information to collect, select, abstract, index, reproduce, and
disseminate significant educational documents. Documents selected
are indexed and abstracted in a monthly Resources la Education (RIE)
printed by the Government Printing Office, this clearinghouse is
responsible for selecting and processing documents in social
studies/social science education.

Standard publisher's recognition will be given to all items selected
for announcement, abstracting, and indexing in RqQources in
Educatign. '.7our permission for reproduction will be requested on
all copyrighted material announced.

Additional information about the ERIC system and Resources in
Education is enclosed. This information service is rapidly becoming
a basic reference and document source for both educational
researchers and decision-making practitioners. We look forward to
reviewing your publications. Thank you.

Sincerely,

Name
Position

JEH/sep
Enclosures: ERIC/ChESS

Call for documents

FIGURE 1141: Clearinghouse Acquisitions Letters (Typical)
B. Non-Profit Organizations

June 1992 11-49 ERIC Pmcessing Manual



ACQUISITIONS

REQUEST FOR A SPECIFIC DOCUMENT

The Ohio State University ME NOM CENTER
FOR RESEARCH IN VOCATIONAL EDUCATION

1960 Kenny Road
Columbus, Ohio 43210-1090

Phone: 614-486-35
Cable: CWOCEDOSUIColumbue, Ohio

The ERIC Clearinghouse on Adult, Career, and Vocational Education
(ERIC/ACVE) would like to review the following material(s) for possible
inclusion in the ERIC system:

As you may know, ERIC is the largest education information system in the
United States, and ERIC/ACVE is one of the sixteen subject-specific
clearinghouses that feed into the system. ERIC serves a wide audience of
teachers, administrators, researchers, students, and others, and
publishes a monthly abstract journal, Resources in Education (RIE), that
announces all documents that have been accepted by ERIC. This
publication is received by some 5,000 organizations.

Besides wide dissemination and free publicity, there are other concrete
advantages to submitting materials to ERIC, including quick
retrievability via computer and the fact that ERIC documents °never go
out of print." There are no fees to pay in submitting documents to ERIC,
nor does ERIC pay royalties for materials it accepts. ERIC will send a
complimentary microfiche to each contributor when the document is
announced in RIE.

Other than the enclosed form concerning permission to reproduce your
material, there are no forms to complete. Please fill out the enclosed
form and return it with your materials.

We appreciate your consideration of this request and look forward to
hearing from you. Questions may be addressed to me at (800) 848-4815
(outside Ohio and within the continental United states) or at
(614) 486-3655.

Sincerely,

Name
Position

Enclosure

FIGURE II-11: Clearinghouse Acquisitions Letters (Typical)
C. General Solicitation

ERIC Proctasinig Manual 11-50 June 1992



We are pleased to infonn you that your document entitle&

bas been selected to be cited in the issue of Resources in Edo; Lilion

and has been assigned the document number

We actively solicit documents pertaining to higher education and we hope that yo

will encourage your colleagues to send us their papers and reports on any facet of higher

education.

Sincerely,
ERIC Clearinghouse on Higher Education
The George Washington University

FIGURE 11-11: Clearinghouse Acquisitions Letters (Typical)
D. Reply Card

9G
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ACQUISITIONS

We would Me to review your work fix possible inclusign in the ERIC (Educational Resources

Ink:a-minion Center) datebase.

ERIC is a nationwide network of 16 clearinghouses sponsored by the Office of Educational

Research and Improvement (OER.1). It is our job to collect materials relevant to education and

make them available to researchers, students, school administrators, board members, teachas,

counselors, and parents.

Contributors to ERIC benefit by having their papers announced in the abstract index Resources in

Education (W) and added, in microfiche form, to ERIC collections in over 70 libraries and

research centers around the world.

Because all documents announced in RIE must be available to the public, either through the ERIC

Document Reproduction Service or through a clearly specifiable alternative source, we need a signed

release form for each document. The release merely gives ERIC permission to reproduce the paper;

it does not affect your copyright status.

We hope that you will take advantage of this opportunity to share your work with two copies of the

paper. The work should be sharply printed on light paper to ensure legible microfiche.

FIGURE II-11: Clearinghouse Acquisitions Letters (Typical)
E. Reproduction Release Requnt7
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ACQUISITIONS

University of Illinois at Urbana-Champaign
Coiege of Education 806 visa Pennsylvania Avenue

institute for Chid Behavior and Dwell:went Urbana, Binds 61801

EDUCATIONAL RESOURCES INFORMATION CENTER/ (217) 333-1308

EARLY CHLDHOOD EDUCATION

Re:

We are pleased to inform you that an abstract of the document(s) cited above is included

in the issue of &gm isaj_Aggeal ERIC's monthly

abstract journal. The document number assigned to it is ED

Enclosed is a copy of the document resume and a microfiche copy of the document which

you may keep for your files.

Thank you for making this work available to us.

Sincerely,

Name
Position

DR/sep

FIGURE 1141: Clearinghouse Acquisitions Letters (Typical)
F. Complimentary Microfiche to Author/Source



ACQUISITIONS

ERIC CLEARINGHOUSE ON INFORMATION RESOURCES

Mocashead Publications
1300 Don NG Ils Rd.
Nadi York, Toronto, Ontario
Canada, M3B3M8

Dear SI=

May 19, 1989

Your publication, Computers in Education, is within the scope of the ERIC Clearinghouse on
Informtilion Resourtm. Our clearinghouse is we of 16 resvmsdle for indexing and annotating relevant
journals for Current Index to Journals in Education (CUE), which is used in more than two thousand
librades in many patts of the world.

CUE is the journal component of tk ERIC database. ERIC/IR receives complimentary copies of the
journals it indexes for CUE. We examine journals for one full year before we make a decision
concerning additkm to our CUE list. We will index and annotate articles from that first volume and
subsequent issues when it is selected by our Clearinghouse.

The ERIC database is also available through online search services. This additional sotare gives more
visibility to your journal. We find that libraries and educational institutions often use the list of CUE-
indexed journals as guides to making new acquisitions.

We would hie to receive a complimentary subscriptkm to Computers in Education or copies of any
publications you would like to send us. You may wish to have additional information regarding ERIC.
Return the enclosed checklist to us and you wilt receive copies of the items you select

We appreciate your consideration of our request.

Sincerely,

Name
[ Position

Enclosure

SCHOOL OF EDUCATION 1 SCHOOL OF INFORMATION STUDIES

030 HUN TINGTON HALL / SYRACUSE. NEW YORE 132 44-2340 / 315-443-3690
BITNET, FRICOSIIVM 1 FAX 315-443-5732

FIGURE 1141: Clearbigbouse Acquisitions Letters (Typical)
G. Complimentary Journal Subscription Request
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ACQUISrTIONS
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Submitting Documents to ERIC

What Kinds of Documents to Send ERIC
ERIC would like to be given the opportunity to examine vir-

tually any document dealing with education or its aspects.
The ERIC audience is so broad (encompassing teachers, ad-
ministrators, supervisors, librarians, researchers, media
specialists, counselors, and every other type of educator, as
well as students and parents) that it must collect a wide vari-
ety of documentation in order to satisfy its users. Examples
ot the kinds of education-related materials collected are the
following:

Research/Technical Reports
Program/Project Descriptions
Opinion Papers, Essays, Position Papers
Monographs, Treatises
Speeches and Presentations
Evaluation Studies
Feasibility Studies
State of the Art Studies
Instructional Materials

* Syllabi
Teaching Guides
Resource Guides
Manuals

* Handbooks
Curriculum Materials
Conference Papers
Bibliographies
Legislation and Regulatir.ms
Texts, Questionnaires, Measurement Devices
Vocabularies, Dictionaries, Glossaries, Thesauri
Statistical Compilations
Taxonomies and Classifications
Dissertations

ERIC does not accept non-print materials (such as films,
filmstrips, videotapes, tapes, records, cassettes, etc.).
However, if such material accompanies a printed text, ERIC
may process the printed text and refer the user to the accom-
panying non-print components, as long as a source of availa-
bility for them can be cited.

A document does not have to be formally published to be
entered into the ERIC database. In fact, ERIC seeks out the
unpublished or "fugitive" material not usually available
through conventional library channels.

Selection Criteria Employed by ERIC
DUALITY OF CONTENT
All documents received are evaluated try subject experts

against the following kinds of quality criteria: contribution to
knowledge, significance, relevance, newness, innovativeness,
effectiveness of presentation, thoroughness of reporting, re-
lation to current priorities, timeliness, authority of source, in-
tended audience, and comprehensiveness.

LEGIBILITY AND REPRODUCIBILITY
Documents may be type-set, typewritten, xeroxed, or other-

wise duplicated. They must be legible and easily readable.
Letters should be clearly formed and with sufficient contrast
to the paper background to permit filming. Colored inks and
colored papers can create serious reproduction problems.
Standard 81/2"x 11" size pages are preferred.

Two copies are desired, if possible: one for processing into
the system and eventual filming, the other for retention and
possible use by the appropriate Clearinghouse while process-
ing is going on. However, single copies are acceptable.

102

REPRODUCTION RELEASE
For each document submitted, ERIC requires a formal

signed Reproduction Release form indicating whether or not
ERIC may reproduce the document. A copy of the Release
Form appears as a separate page in each issue of this jour-
nal. Additional Release Forms may be copied as needed or
obtained from the ERIC Facility or any ERIC Clearinghouse.
Items for which releases are not granted, or other non-
reproduckge items, MI be considered for announcement only
if they are noteworthy education documents available from
a clearly identified source, and only if this information accom-
panies the document in some form.

Items that are accepted, and for which permission to
reproduce has been granted, will be made available by the
ERIC Document Reproduction Service (EDRS).

Advantages et Having a Document In ERIC
Contributors of documents to ERIC can benefit in the fol

lowing ways:

AnnouncementDocuments accepted by ERIC are an-
nounced to some 2,000 organizations receiving the ab-
stract journal Resources in Education (RIE).
PublicityOrganizations that wish to sell their own docu-
ments in original copies can have this availability (together
with address and price information) announced to users
in RIE, thus serving to publicize their product. After the
document is sold out at the original source, it is then still
available through EDRS, if permission to reproduce has
been granted to ERIC. (Original copy prices, while the sup-
ply lasts, are generally less, and are therefore more attrac-
tive to users, than EDRS on-demand duplication prices).
DissmranationDocuments accepted by ERIC are
reproduced on microfiche and distributed (at no cost to
the contributor) to the more than 800 current subscribers
to the ERIC microfiche collection.
RettforebilltyThe bibliographic descriptions developed
by ERIC are retrievable by the thousands of subscribers
to the online database retrieval services (offered by com-
mercial vendors such as BRS and DIALOG). In addition
there are thousands of locations offering computer
searches of ERIC based on either compact disk (CD-ROM)
systems (offered by DIALOG, and SilverPlatter) or other lo-
cal computer-based systems.
Always "In PrinrThe presence of a master microfiche
at EDRS, from which copies can be made on an on-demand
basis, means that ERIC documents are conStantly availa-
ble and never go "out of print." Persons requesting copies
from an original source can always be referred to ERIC.
This archival function relieves the source of a distribution
burden and solves the availability probiem when the
source's supply has been exhausted.
In addition, submission of a document to ERIC reduces the

overall likelihood of overlap, redundancy, and duplication of
effort among users. It increases the probabliity that the results
reported in the document will be available indefinitely and used
in subsequent efforts.

To encourage &Omission of documents to the system, ERIC
offers to send contributors notice of document disposition,
giving the ED identification number (for ordering purposes)
of those documents selected for RIE. Additionally, ERIC will
send a complimentary microfiche to each contributor when
the document is announced in RIE.

There are no fees to pay in submitting documents to ERIC,
nor does ERIC pay any royalties for material it accepts. Other
than a statement concerning permission to reproduce, there
are no forms to complete.
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SELECTION

Siormary of Significant Rules

I. All documents selected for announcement in RIE and inclusion in the ERIC database must have a demonstrable
connection with and relevance to the field of education.

2. Documents acquired anywhese in the system are transmitted, on the basis of their subject matter, to the
appropriate ERIC Clearinghouse for processing. New topics, not previously incluckd in Clearinghouse scope
of interest statements, mug be allocamd as they arise. Scope of interest statements must be constantly revised
by the Clearinghouses irt order to include any new topics assumed by them or assigned to them.

3. At least one subject-matter specialist should be involved in the selection process at each Clearinghouse.

4. Quality is the single most important selection criterion. Quality is a composite factor made up of several more
specific characteristics, e.g., contributIon to knowledge, significance. relevance, newness/innovativeness,
effectiveness and thoroughness of presentation, relation to current priorities, timeliness, authority of author size
of audience, balance, etc.

5. Document/publication types have been subdivided into three groups: most suitable (fce RIE); acceptable (if
exemplary); unsuitable. To be selected for RIE, documents must be one of the first two types. For example.
Research Reports are "most suitable: Dissertations are *acceptable." Non-Print Materials are "unsuitable."

6. To be selected for REE. documents must be legible and reproducible. If a document has defective pages, they
must either be corrected, or judged not to seriously affect the content of the document, before that document can
be selected.

7. Documents that are selected for RIE despite containing physically illegible or non-reproducible pages (or pans
of pages). must bear the legend *BEST COPY AVAILABLE."

8. All documents selected fry RIE must be available either from EDRS or from an outside source whose name and
address can be cited. Documents that cannot be made available to use-s should not be selected and announced
in RIE.

9. Documents about education and its many associated processes, but not designed for use in an educational
context, are desirable documents for ERIC. Documents about a disciplinary or subject-matter area, but not
specifically designed for educational use, must have the link to education explicitly drawn in order to be selected.

10. Docament preparation activities should be engaged in whenever possible to remedy physical defects that might
otherwise disqualify good documents.

G
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Selection

11. Selection of brief materials (5 pages or less) for RIE must be reviewed and approved by the Clearinghouse
Director.

12. Documents that cannot be reproduced and male available via EDRS (i.e., Level 3 documents) are permissible.
but commit policy is to keep their numbers relatively low, i.e., less than 10% of total input. They currently
amount to arotmd 3% of any given issue of R1E.

13. Doctunents produced for the iniblic or classroom by industrial corporations, track associations, or public utilities.

must be screened to ensure that they contain valid information for practical use by educators and not just
advertising, propaganda, or public relations material.

14. Selection of journal articles for CUE is based primarily co selection of the entire journal in which the articles

appear. Some journals are selected for comprehensive, cover-to-cover, handling (i.e., all articles are covered).
Some journals are designated for selective handling (Le. only education-related articles we covered). When
selecting anicles, Clearinghouses should select from the point of view of the entire system and should not restrict
themselves to only their own scope, insofar as no other Clearinghouse will be reviewing that same journal.
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m. SELECTION

4. Introduction

Documents acquired as candidates for possible annoumement in RIE must be subjeeted to a set of
rigorous selection criteria to determine their prwer disposition. Although in many cases documents are
originally acquired selectively, in most cases the decisions of acquisitions staff as to what to acquire are
made in tlw absence of the actual document, and necessarily weliminary to the final selection process.
It is the objective of this section to establish standards for judging a document in hand as to the

following factors:

Appropriateness of content/subject matter (to the field of education/scope of Clearinghouse);

Suitability of format, medium, document type;

Quality of content;

Legibility and reproducibility (physical charxteristics);

Availability.

et.

A document meeting the criteria in each of these live are= would be selected fir processing and
eventual announcement in RIE. A document not meeting the criteria would either be discarded or may
occasionally be retained for reference or local collection use. (NOTE: Local collections of
Clearinghouse host institutions are not funded by ERIC.)

Failure to satisfy criteria in any one of the areas may be grounds for rejection. Nevertheless, so
important to ERIC is the quality of the permanent database formed from these documents that "Quality
of Content" should be regarded as the most important area. A document may satisfy all other criteria,
but if the quality is not sufficient it should be rejected. Conversely, a very high quality document may
lead selection personnel to override certain problems in legibility, availability, or document type.

Throughout the selection process. the broad range of RIE's audience and the potential users of ERIC
materials should be kept in mind. These varied groups encompass many levels of sophistication and
represent many different viewpoints. The groups include:

Educational practitioners;
(teachers, trainers, therapists, etc.);

Administrators;
(principals, superintendents, deans, etc.);

Policymakers;
(legislators, comnurnity leaders, school board members, etc.);

Program planners;

Researchers and scholars;
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Lawarians, lamination and media specialists
(including television. computer. audiovisual specialists);

Counsel=

Parents;

Students (at all levels)

The selection process (of Docrunents) is a Clearinghouse responsibility and may be periormed by
Clearinghouse staff, Clearinghouse Advisory Board members, or specialists from the field engaged by
Clearinghouses to make evaluations and decisions. A multi-person screening committee may be used
and is recommended. In any case, at least one of the screeners employed should be a subject-matter
specialist Useful recommendations on specific documents may be found in reviews and conunentaries
in published sources and may assist evaluators in the selection process.

Selectors should be thoroughly familiar with the ERIC database and the mandated save of interest
of the Ckaringhouse involved. MI selectors should, of course, maintain an on-going awareness of
important developraenfs in the particular sectm of the field of education covered by their
Clearinghouse. Writlen guidelines for use by selection personnel, and an evaluation form on which
selection recommendations can be recceded, should be consickred in some selection environmeras.

The selection ci journal articles fm announcement in CUE is subject to somewhat different rules
than those for documents because of the interest in covering certain journals comprehensively rather
than selectively. See Section ULH for these details.

B. Scope of Interest (Subject Matter)

All documents selected for RIE must pertain in some way to the field of education (and in particular
to the areas covered by the Clearinghouses). In the ERIC system, education is subdivided into sixteen
major areas with a Clearinghouse in charge of each area. The areas of interest of each Clearinghouse
are individually defmed in the ERIC Clearinghouse Scope of Interest Guide (see Appendix A). The best
available definition of the overall field of education for use in these selection criteria is, therefore, the
combination of the Clearinghouse scope of interest statements.

I. Education as a Subject vs the Subject Matter of Education

Education and its many associated processes. such as learning, teaching/mstruction,
administnaion, research, etc., are topics that may be dealt with by docwnents. Examples of such
directly education-related topics are school budget management, teaching mathematics, evaluation
of student performance. etc. Documents dealing with such topics are of prime interest to ERIC, in
both the acquisitions and selection processes.

A second type of document is not concerned with education per se or the educational process,
but rather with its content, i.e., what is taught. Furthermore, this type deals with a topic in a way
explicitly intended to be used in a formal educational setting (e.g., a chemistry class laboratory
manual). Such documents are specifically designed for use by educators m students, mostly in
schools, but clearly to facilitate a learning situation of some kind. Such documents are also of
interest to ERIC. though there should be some effort to avoid the repetitive input of essentially the
same curriculum materials in different guises.
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A third type of document deals with a discipline-oriented ttvic, but has not been specifically

designed for use in an instructional setting. Such subject-content focused materials pmsent a
selection problem. It can be argued that the point of creating documentation of any type is
ultimately to use it fix educatioml purposes, and yet ERIC obviously cannot try to serve as a
database for all knowledge or for any document that might by any stretch of the imagination be
used by educators or in an educational context. This third type of document must, therefore,
necessarily be assigned a lower priority than the rust two typere however. Clearinghouses may
judiciously select documents closely related to their scope of interest (but not specifically tied to

education) (f the material is of demonstrable potential utility to the users. Only the highest quality
subject matter documans, representing basic curriculum areas, should be selected and only when
their linkage to the field of education and their area of interest to educators can be explicitly
described in the document abstract. Selectors of this third type of document should keep in mind

that a database that can accein documents on sty subject is a database that cannot be characterized
either by itself or by its users. Every document in ERIC must have an edwation-relatedness. a
discernible (and describable in the abstract) relevance to the fiekl of education.

2. Overlapping Subject Matter

Most documents that are education-related fall unambiguously within the serve of singk.

Clearinghouses. When a document overlaps the scope of two or more Clearinghouses. the

Clearinghouses involved should negotiate at determine which one will most appropriately process
and input the material. (See Section IL) When one Clearinghouse finds itself in possession of a
document that falls within the scope of another Clesinghouse, the document should be transferred
promptly and directly to the appropriate Clearinghouse. For this purpose. the Facility provides the

ERIC Document Transfer Form (EFF-70) (Figure If a document is transferred more than
once, its subject may be outside ERIC's area of interest. To assist Clearinghouses in transferring
documents, the "Index" to the ERIC Clearinghouse Scope of Interest Guide may be consulted.

Documents that are extremely broad or basic in their coverage (e.g., Education in the World
Today) tend to be assigned to the broader, non-subject-orknted Clearinghouses, i.e.: Educational

Management; Elementary and Early Childhood Education; Higher Education: Junior Colleges: Rural
Education; Urban Education.

Specialized subject matter areas not specifically included in existing scope of interest
statements (e.g., *AIDS Education') are generally assigned, via negotiation and general agreement,
to the most klely Clearinghouse and the subject matter areas added to the salve of interest
statement at the next revision. The intent is for the network of ERIC Clearingheuses to provide an
°umbrella* encompassing the entire field of education, including new emphases, directions, and

innovations, as they arise.

3. Scope InfringementThe Importance of Staying Within
Your Official, Contractually-Defined Scope of Interest

Each Clearinghouse has an official, contractuaily-defined scope of interest area that has been

made part of its contract. These scope statements are assembled and lepeated in the internal system
document entitled ERIC Clearinghouse Scope of Interest Guide (Appendix A), where they are
indexed and elaborated on as an aid to the Facility in the assignment of documents to
Clearinghouses and to help the Clearinghouses in transferring out-of-scope-documents to appropriate
Clearinghouses.

11 0
ERIC Processing Manual August 1991

111-7



Selection

It is vital and essential, far both contractual and practical reasons, that Clearinghouses operate
within their defined scope areas and maintain the integrity of their respective scope of interest
statements in order to avoid infiingement of other Clearinghouse seep areas. Resources in
Education (RIE) and Current Index to Journals in Education (CUE) are arranged by Clearinghouse
in order to facilitate bmwsing. hfraofiche are sold by Ckaringhouse prefix to mammas itemised
in nanow segments of the literature. On lbw searchers are advised by all mskior online vendors to
use the Clearinghouse prefix as a way of restrkting output aid increasing relevance when outputs

are lase.

When a Clearinghouse accessions documents outside its scope, this small but critical action
beens to undennine the whole elaborate apparatus of subdividing the field by sixteen
Clearinghouse& ERIC needs to supped its Clearinghouse stnicture and to lend credibility to it, not
to cast doubt upon it.
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Epticl DOCUMENT TRANSFER FORM

Date Received: Date Transferred:

TO: ERIC/

FROM: ERIC/

The enclosed document(s) appear to be more within your
scope than ours.

The docJment(s) were obtained by (check one):

solicited contribution
unsolicited contribution
staff contribution
ERIC Facility

Correspondence information is as follows:
(check one):

all relevant material is attached
no relevant correspondence: however the
name and address of the contributor or
contact person is (if known):

Clearinghouse Contact Person

(EFF-70)

figure 1114: Document Transfer Form
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The ground rules are simple. To be selected by a given Clearinghouse, a doctunent must be

justifmble under the subject scope statement of that Clearinghouse. No other justificmion is
adequate. If a document emanates from one of a Clearinghouse's acquisitions arrangements, that

is not sufficient. If a document emanates from a Clearinghouse hos: organization, that is not

sufficient. If a document is sent to the Clearinghouse by the ERIC Facility, that is not sufficient.

C. Types of Documents1Publiadions

. To aid in selecting documents appropriate for RIE, the many different ckicument/publication types
have been subdivided into three categories: Most Suitable; Acceptable: and Unsuitable.

1. Most Suitable

Research and Technical Reports (experimental. basic, applied)

(NOTE: See Section 111.0.8.);

n Description.%

Model Programs/Projects/Installations;
Innovative Practices;
Product Development (R&D);
Implementation and Dissemination Reports.

Evaluation, Feasibility, and Study Reports;

Surveys and Statistical Reports;

State-of-the-Art Papers/Reviews:

Syntheses/Interpretations/Summaries;

Bibliographies. Discographies, Filmographies (preferably annotated)
(NOTE: See Section 11.1.G4);

Conference Proceedings and Papers;

Congressional Hearings/Report/Documents (NOTE: Not Bills):

PositioniOpinion Papers:

Guides (NOTE: See Section 111.0.7);
Curriculum Guides;
--Practical *How To" Guides;
--Teacher Guides:

Tests, Measurement and Evaluation Instruments:

U.S. Department of Education and State Department of Education (SEA) Reports

and Contractor Repotls;

Documents assigned WORM* status by Central ERIC (e.g. White House

Conference documents).

11 3
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All Clearinghouse publications and 'inducts ate to be classed as "'Most Suitable" and put into RIE,
with the following exceptions:

products which are published in journals
(including offprints/minims of these products);

short. infrimal, on-demand bibliographies.

One of the major functions et the ERIC database is to make available Department of Education
contractor reports and other federally-funded education-related documents which might otherwise not
be available to the public. Every effort is made to collect these mports, and it is intended that they be
given special consideraticm in the selection process. The doctanents of skne education agencies ate also
of major interest and should be given special attention. (See Section DI.G.6).

All serial publications and journal articles are generally regarded as appropriate for CUE and nOt
suitable for RIE (see Section 111.6.6); however, the following exceptions are suitable:

journal issues
with a single overall theme, so that the issue constitutes, in effect, monographic treatment of the
theme;

coiference proceedings (e.g. technical proceedings of annually-held meetings);

yearbooks;

serials
of highly inegular publication or limited circulation, so that the issue constitutes, in effect, a
unique item. not to be found in most research libraries.

Journal issues meeting the above special criteria (and the other normal subject content and quality
criteria) may be entered into RIE at Level l ti 2, but not at Level 3. Journal issues that are not
reproducible by EDRS should never be entered in RIE, no matter what their other characteristics.
Journal articles contained in journals regularly covered by CUE should never be enteted into RIE.

2. Acceptable

The following types of materials should be selected for RIE only when they appear to have wide
applicability or when they are exemplary products:

Annual Reports;

Books (commercial publications);

Brief Materials (5 pages or less) (See Section III.G.2.);

Corporation-Produced Commercial Materials (see Section 111.6.3);

Data Collection or Survey Instruments (by themselves);

Directories (however, frequently reissued directories are unsuitable);

ERIC Processing Manual
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Dissertations, Theses, and Practicum Papers (see Section III.G.1).

Fiscal Reports (must contain some substantive information);

Journal/Serial "11MS" of at least a year or preferably more (for archiving of serial);

Machine-Readable Data Files (Education-Related)

Manual-%

Materials Prctuced by Local Education Agencies (LEA's) (for documents containing primarily
infoanation of a purely local or parochial nature, however, (see Section III.G4)).

Personnel Policies. Recruitment Materials, Employment Agreements;

Speeches and Non-Conference Presentations;

Standards and Regulations:

3. Unsuitable

The following types of (kocuments are considered as unsuitable for R1E. The reasons for
unsuitability vary. Journal articles are handled by CUE. Non-print matetials are out-of-scope fix
physical reasons. Flyers, brochures, and other ephemera are considered too transitory and without
sufficient subject content. Bills, news releases, and interim progress repotts are generally preliminaty
in nature and are later superseded by final documents. Any of the types of documents listed below
should usually be rejected:

Advertising and Promotional Materials:
Announcements of funding opportunities;
Bills (i.e., legislation in process);
Broadsides, Posters;
Catalogs (Commercial, curriculum);
Directories reissued regularly (may be entered once with "generic" description):
Drafts that will later be superseded;
Enata, Corrigenda. Revised Pages, Supplementary Pages (acceptable only if they can be

joined with document to which they apply);
Fiscal Reports (with no substantive information);
Flyers, Bmchures. Ephemera;
Interim ca. Preliminary Progress Reports

(with no substantive information or that are expected to be superseded);
Journal Articles (aee Section III.1L3);
News Releases;
Newsletter Issues (see Section ULH.7)
Non-Print Materizds (Except for Machine-Readable Data Files)
Proposals (in response to competition);
Student Class Papers:
Textbooks
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D. Quality of Content

Documents selecn:d for RIE should be of high quality, substance, and significance. The following
chamctesistics all connibute to that elusive and subjective, but most important factor, quality. While
every doctunent should be examind for these desirable chamteristics, not every document can be
expected to manifest all femora

1. Contrbution to Knowledge; Signifkance

Substantive contributions to educational knowledge should always be selected for RE, especially
when based en well-designed experiments or orderly collections of data. Research reports, in
particular, should be examined in terms of stated objectives; hypotheses tested: and methodology.
conclusions, and reconunendations. In order to determine educational significance, subject experts

may be consulted, if necessary.

Works by the same author, or coming out of the same program, should be examined to determine
if there are any significant new developments, data, or reads being reported. It should be kept in
mind that negative results may be as contributory as positive results. Likewise, evidence which
challenges or contradicts existing knowledge or common opinion can be as useful, or more so, as that

which confirms or merely extends what is already known.

The contnbution or significance of a document may also be assersed in tams of its puqxse.
Documents may have large and important objectives where a small amount of new information may
have a disproportionately large effect. They may also have very modest objectives, attempting to
place one small brick in a very large foundatica or structure, the outlines of which are just beginning

to emerge.

Papers prepared for learned societies cc other special interest groups (e.g. professional

organizations) often reflect the moving edge of new research and explorations not yet reduced to
fixmal exposition for purposes of publication.

Doctunents which the selector believes add to or enhance the knowledge base of the field, or
which provide an impetus for further research or action, should be selected for RIE.

Z. Relevance

Relevance in this context is defmed as the extent to which the document deals with issues that are
current, *alive: and of contemporary interest to the educational community.

Are emerging professional interests and topics treated, e.g.. bilingual education, women's equity,
metric conversion. compensatory education, etc.?:

Does the document present wort on the "frontiers knowledge area of a particular subject, e.g.,
environmental studies, energy science?

Are answers offered to current social problems, e.g., parent involvement, drug abuse?

Does the document provide basic up-to-date and comprehensive background or reference

information on a subject?
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Has inclusion of the document been suggested by leadership intetest of request, e.g., practitioner-
oriented maaprials; ERIC Digests?

Does the document deal with future trends?

3. New Applications of Knowledge; Innovative Practices

That is always a need for documents that describe the application of tested or known methods
to new areas or new problems. The selector might ask the following questions:

Does the document present an older idea, treahnent. or applicatim in a new framewak or from a
rww point of view?

Does the document present a new idea, treatment, or application (perhaps in relation to an older
problem)?

Does the document substantiate or contradict information contained in earlier work?

Does the document present new hypotheses to be tested?

4. Effectiveness of Presentation; Thoroughness of Reporting

Though it may discuss a well-known subject, a document may add value because it presents the
subject with exceptional clarity, vigor, or in particularly topical terms. It may present new insights,
or show the subject in a new context, or in language or form particularly suited to the understanding
of the intended audience. It is a disservice to users to select documents whose content is garbled or
whose form places an unnecessary burden on the reader. Docunwnts should be rejected if they: are
poorly written; misuse the technical devices of their presentations; fail to provide sufficient
informsion to judge or follow-up on the adequacy of their work; offer conclusions which are not
suppated by data.

Thoroughness of reporting refers to the extent of necessary background infonnatkin provided, level
of technical detail presented, and substantiation given for statements made. The following questions
might be asked by a selector:

Is the premise, thesis, or purpose stated clearly?

Are stated goals met?

Are the arguments developed logically and are they reasonably supported with facts and research.
rather than opinion or conjecture?

Are the procedures utilized described adequately enough to permit a later experimenter to duplicate
them?

Are data provided informatively, as in tables, graphs, etc.?

Are key bibliographic references included? Annotations?

Are the data evaluated (rather than just presented) or is a possible future direction to evaluation of
the data outlined? 117
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Is the text well written, and not ambiguous, unclear, or otherwise a bar to understanding?

How does the document compare with others on the same topic? Individualistic, or redundant and
derivative?

Does the document help to integrate the literature. e.g.. by synthesizing the fmdinp firun various
disciplines?

Are addresses given for sources of materials cited?

S. Responsiveness to Current Priorities

Priorities are established by the governments and institutions responsible for the conduct of
education. Priorities may be established at the national, regkinal, state, local, or professkinal level.

Documents dealing with priority issues should be given special consideradon, especially those
dealing with piorities, goals, and objectives established by the U.S. Department of Education.
Departmental pricuities idettify the urgent needs in American education and the areas most :Nulling
beneficial change and innovation.

6. Timeliness

The document should be current in terms of the work being done in the area with which it is
concerned. A large number of the candidates for RIE have a value that is in inverse proportion to their
age. Every Clearinghouse should, therefore, process documents as quickly as possible and should
discourage backlogs.

There is no age limitation for RIE candidate documents. However, because timely, up-to-date
information is to be prefenvd, a high percentage of RIE accessions have been published within the five
years immediately prior to announcement. Some older documents, considered as "classics* or
"landmarks,* may be considered for RIE: however, they would be the exceptice rather than the rule.
The same would hold for documents whose significance is the contribution they make to the historical
record. e.g.. the official proceedings or recommendations of a board, commission, or major
organization in the field.

7. Authority of Author, Source, Sponsor

Some authors and some organizations are established leaders in their fields and have so consistently
contributed to the field that virtually anything they produce merits close attention. Selects:us must.
however, not fall into the trap of automatically and uncritically accepting everything from such sources.

S. Audience; Comprehensiveness

The broader and larger the audience for a topic, the more justification there is for selecting a
document on that topic. Documents on exuemely narrow and specialized topics with correspondingly
small audiences must, conversely, be strong with respect to the other criteria in cu-der to warrant
selection. In other words, an otherwise marginal documnt may be selected on the basis of the large
number of people known to be interested in its topic (high user demand) whereas a marginal document
with a minuscule audience is in "double jeopardy."
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The large and varied RIE user group makes this a difficult criterion to apply. In addition, a stated

ERIC objective is a comptehensive approach that leaves no education-related topk totally
unrepresented in the database.

The selector must therefere strive to maintain a broad view. partial to no particular segment of the

user group, and permitting the selection of documents potentially useful to any segment.

9. Even-Handedness and Balance on Controversial Issues

Documents and articles we. in a sense, a way of arguing forone's position. Science and the quest
for truth proceed through a process of giving reports, providing evidence, and drawing conclusions.

Until all the evidence is in or until the weight uf the scientifically-respectable evidence =nes down

on one side, given issues may be contmvenial, with arguments being validly mark for both sides.

In such situations, ERIC must take care not to take sides and to be even-handed in the selection of

materials. The goal should be a balanced and fair approach which, in general, gives equal-time to both

sides of the controversial issue so that users have the wherewithal to make up their own minds.

ERIC should not select materials favoring only case view, nor should it allow any organization to
influence the document acquisition or selection process to favor a single view or special interest.

10. Stance on Minority, Ethnic, and Gender Concerns

Equality of educational opportunity is a national concern and a national priceity. Documents that

are blatantly racist or sexist in approach, argument, or recommendation, have no place in a democratic

society nor in a Government-sponsored database whose very existence is intended to help achieve these

principles of equality for all members of the society. Of course, racism and/or sexism as a legitimate

topic of discussion or research must be distinguished from racism and/or sexism in the belief structure

of the author.

11. Treatment Accorded Material With Sexual Content

Education-related documents are sometimes required to deal with sexual matters by virtue of their

subject content. Examples might be: educating third world mothers concerning breast feeding;
educating inner city youth concerning the threat posed by the AIDS virus; educating biology students

concerning the human repnxluction system; analyzing male-female relationships in a body of literature

or ethnic group, etc.

These ate all legitimake topics and the fact that a document may deal with sexual material in one

form or another, and may have photographs, drawings, or schematics dealing with sexual material, has

no bearing on its appropriateness or "selectability" for ERIC.

However, it is obviously possible for some treatments of sexual material to be offensive or even
salacious (e.g.. xerographic copies of sexual humor from adult magazines) and if this occurs it can be
grounds lir not selecting such an item for a database such as ERIC that receives such a wide
distribution at all academic levels of the educational system.

Judgments in this area we notoriously subjective, and it is suggested, therefae, that questionable
material of this type be reviewed not only by acquisitions staff, but also by Clearinghouse management

staff.

August 1991 11146 ERIC Processing Manual



Selection

E. Legibility and Reproducibility

1. General

All Level I and Level 2 ckicuments announced in RIE are cestverted into microfiche, which ate
disseminated to users on both a subscription and an on-demand basis. Level 1 documents are also
made available to the ptthlic in paper copy (hard copy) reprochiced from the microfiche.
Documents with clean, crisp, unbroken type on a clear background make the best copies. All such
reproduction work is performed by the ERIC Document Reproduction Service (EDRS) using the
original document collected by the Clearinghouses and forwarded to the ERIC Facility. Therefore .
in all cases, the Clearinghouse should forward the best copy of the original document.

EDRS performs its wmt according to certain Government and national technical standards and
is contractually obligated to adhere to these standards in most situations. Any excei*ions must be

specifically granted by Central ERIC.

The intent of this section is to describe the physical qualities that a document must have in
order to be successfully reproduced on microfiche and then in paper copy. Since it is easier to
state what can't be filmed rather than what can be filmed, the approach taken here provides criteria
that will make a document illegible ex non-reproducible. Documents falling into this classshould
be rejected. It is a disservice to inform the users of a documer tat they may pay to obtain and
then not be able to read adequately.

2, Physical Characteristics of Documents (That Present Reproduction Problems)

a. Type Size

Type size below 6-point can generally not be reproduced satisfactorily: 6-point type is
difficult to read for any length of time or amount of material, even in a good quality miginal.
To start with smaller than 6-point, and to then produce further generations of reproduction. is
to generally degrade the material to the extent that it is unsatisfactory to the user. Materials
already reduced in the original document are particularly prone to falling below 6-point size and
must be carefully examined.

lineiserre serrionn of etednas woe onetecied by Coonoinioa
menf from earel-19011 ibeessb early 1969 cob the peewee of

noononie osicrelet on paralytic= of avant coolericap der
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b. Type (Broken, Faint, Smudged, Dot Matrix)

Broken type is the consistent dropping of portions of the characters, e.g., the left side.
the descenders, the top, etc. Keying co 'Tinting equipment out of adjustment is what
generally causes broken type. While the broken type original may sometimes be
readable because of faint impressions or "mggestione on the paper, these nets we
generally lost in filming, and the resultant copy can be of marginal roadability to the
user.

Faint or weak type can be the result of various fackus ranging from an old typewriter
ribbon with little ink remaining, to a poor printing job. Faint type can often be tested
by attempting to photocopy the original. If there is a firm mugh image to derive a
readable copy on an office photocopier, then the chances art the document can be filmed
adequately. If the copy is too pow, however, the document should be moldered not-
reproducible.

Smudged type has either had the original character images spread or dispersed around
themselves, thereby confusing their nature, or it is the victim of an overprinting of other
characters.

The older dot matrix printers produce letters where the density of dots is low and
the resultant contrast with the background paper is too low to film adequately.
Contributors of such documents should be required to re-print the text using a different
printer. The newer dot matrix printers have a letter quality" mode (as contrasted with
the *draft" mode) that increases the dot density so that the resultant domunent is
rewoducible and therefore acceptable to ERIC.

c. Colored Papers or Inks

Colored paper or inks do not, of course, reproduce in their caiginal color, and they do
affect the quality of the black and white film image. Documents depending on color to
transmit meaning (e.g., a document portraying colored spectrum lines, paint samples,
textile swatches, different colored graph lines, anthropological skin color description
standards, etc.) are better entered at Level 3, if possible. with the user referred to a
SOU= of availability of an original copy.

Documents printed via diazo and spirit duplicator techniques (e.g., Ozalid-blue-line
process. Dino, etc.), or in colored inks (e.g., blue, green, yellow, orange), will often not
reproduce adequately. Due to spectral color response differences, sometimes a color
combination that will not photograph well can be adequately repmduced on an office
copier. In such an instance, the good photocopy should be substituted for the colored

Black ink on an especially dark paper background (e.g., dark red, dart brown, dark
green. dark blue, purple, etc.), or tone-on-tone printing, is frequently unsatisfactory.
Many otherwise excellent documents make use of colored paper in whole or in part. If
the paper is light colored (e.g., yellow, pink, light green, tan, etc.), the item can
frequently be handled at Level I. If the paper is medium dark, but there is still good
contrast between the inked characters and the paper background, Level 2 may be
necessary. If the document contains significant amounts of genuinely dark paper,
Level 3 should be the choice.
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Material that depends on gradations of shading, such as some types of bar graphs, will

not generally reproduce so that the same differentiations ean be made as in the anginal.
Text which has been "highlighted* with colored inks cr shading also nvoducespoorly.

d. Translucent Paper

Documents printed on translucent paper, siKh as a thin onicaskin, we not a problem
unless there is print on both sides and both sicks tend to "bleed" (i.e., to be seen
simultaneously) and thereby interfere with each other.

e. Photographs

Photographs will not copy well unless screened at the time of filming. Phoktgraphs
that are under-eAposed or very stark or simple in their content will sometimes reproduce
reasonably well. Documents that depend largely or entirely on pktographs to convey
their message, if entered at all, are better entered at Level 3, with the user referred to
a source of availability of an anginal copy.

If a document contains a significant number of photographs, and especially if the
photographs are scsttered throughoia its length, rather than grouped in an Appendix, it

is best to leave them in and note them in the Descriptive Note field or in the Abstract,

e.g., "Contains 25 early photographs (with detailedcaptions and sources) of American
Indians, which will not reproduce well."

f. Handwritten Documents (Holographs)

Handwriting is more prevalent in "fugitive" educational documents than one might
imagine. It rarely reproduces well because of the variability of the impression. In

addition, most handwriting is highly idiosyncratic and takes on the properties of
shorthand (it., characters are slurred, elided, or left out). Handwritten documents, or
documents containing substantial handwritten material, should be avoided whenever
possible.

g. Missing Pages/Pagination Problems

Every document selected for RM must be checked not only to Mennine its comet
pagination, but also to verify that there we no missing pages and that the pages that are
there are in the proper sequence. Documents with pages out of sequence must be
conected before being transmitted to the Facility. Documents with missing pages should
generally not be selected for RM. An attempt should fast be made to secure the
missing pages and to insert them where they belong. Only if it crm be demonstrated that
the missing pages are not essential may the document be selected for RIE: in such cases,
the missing pages must be noted in the Descriptive Note field, and the document must
be stamped on the cover "BEST COPY AVAILABLE?
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h. Blank Pages

Comp lowly blank pages =Mined in a document should not be filmed, even if they
bear a pap number in tlw original. The paginator's consecutive number stamp will
provide cme clue to the user that a page of the original was skipped deliberately. It
would also be helpful (thanigh not mandatory) if. in document !reparation, a pap
following a blank page could be marked with the notiec "The previous mothered page
in the original document is blank.'

Or asionally a page will contain so little infonnation (e.g., "Appendix A") that a
document preparer is tempted to treat k as a blank page. This may be done, at the
judgmeat of the document Fewer, if dm sparse information is repeated co the
folkowing pagc however, as a general rule, it is best to convey to the user the entire
miginal document as it was created, impmving legibility where possible, and
forewarning the user with appropriate cataloging notes, but not editing out any entire

pages-

1. Undersize Pages (Within Regular Size Documents)

Undersize pages. e.g., 3" x 5"; 4" x 6"; 6* x 9", are not a filming problem as long

as the text they contain is clear, legible, and no smaller than 6-point.

j. Oversize Pages (Within Regular Size Documents)

The ideal page size is 8-112" x 11", standard letter size. Any page exceeding these
dimensions is considered "oversize" and must be handled by one of four possible

techniques:

document preparation
re-arranging, trimming, cutting and pasting, re-typing, etc., in order to create one
or more regular size pages from the oversize original

increased reduction ratio (up to 29X)
can be used to get legal size (8-1/1 " x 14" pages) into one frame. However, the
entire document is then generally filmed at this ratio.

double-traming
wide pages, up to 17" x 11", can be filmed right-reading across two microfiche

frames

overlapping images
foldouts (or oversize documents) which exceed the limits that can be handled by the
double-framing and increased reduction ratio techniques, must be handled as a
series of overlapping images; however, this technique is awkwardfor the user and
reduces the utility of the document.

Detailed instructions concerning each of these techniques appear in this Manual in
Section V. Oversize pages can be handled satisfactorily. Only the overlapping image
technique creates some potential confusion to the user on the resultant microfiche.
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3. Document Preparatirm (Remedial Actions for Physical Document Problems)

The mere presence in the document of one of the above undesiraNe physical characteristics
is not sufficient to prevent selection. The physical problem must exist to an extent that
materially affects the document. There are dwee possabilitics

a. The physical problem affects the document only slightly and need not be corrected.

In this case, the document may be selected for RIE. The Twoblem may be noted in the

Dacriptive Note, if desired, but this is not requited except in the case of missing
material. Examples of this type of problem might be: small type interspersed internally

ea a few pages Or tables: a few photographs; a fe.w pages with brcicen or otherwise poor
type: a missing and unobtainable, but non-essential section or appendix (should be noted
in the Descriptive Note).

b. The physical problem has a substantial effect on the document, but it can be corrected by

the Clearinghouse itseY.

In this case, the dociunent should have the defect corrected if it is selected for R1E.

(Major amounts of re-typing should be avoided, however.) Examples might be: illegible
pages that can be re-typed; a gratAt dependent on color that can be re-labeled so as to be
independent of color, meterial in excessively small type that can be photocopied or re-
typed; out-of-sequence material that can be re-sequenced.

c. The physical problem has a substantial effect an the document and requires going back to

the source for remedial action.

In this case, the Clearinghouse shluld wmic with the source to correct the defect, if
possible. Examples might be: extensive missing pages; extensive materials reduced below
6-point size; and extensive illegible pages.

In some cases, sources have been willing to make available the original camera-ready
copy in order to see that their document makes it into the ERIC system.

As a general rule, a document that has substantial physical defects should not be selected

"as is" for RIE. Rare exceptions may occasionally be made in the case of unusually
important and high quality documents that simply cannot be corrected, e.g.: the author is
decease& the soul= organization no longer exists; no other copies exist, etc.

Whatever the reason, if a physically defective document is selected for RIE, the
document cover must be stamped 'BEST COPY AVAILABLE* and should be entered at
Level 2 (microfiche only). If the defect is serious, it should be noted in the Descriptive
Note. If it is not appropriate to describe the defect specifically, the following general type
of note should be placed in the Descriptive Note field: "Not available in paper copy due
to marginal legibility cf original document.

PRIORITY documents transmitted from the Facility have generally been screened in
advance for legibility and reproducibility before being sent to the Clearinghouses. If such
a document bears the stamp "BEST COPY AVAILABLE: the possible sources of better
copies have already been exhausted.
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F. Availabili#

Documents announced in RIE must be available either through EDRS (Level I or 2) or through

an otaside sauce whose name and address can be cited in the Availability field (Level 3). ERIC's
policy is not aa announce documents that the user cannot obtain in same way. Therefore, if a
document cannot be repoduced and a source of availability cannot be found, it should not be
selected for RIE.

The degree to which a document is readily available from soirees other than ERIC can also
affect the selection decision. ERIC recognizes a certain responsibility for the bibliographic control
of fugitive materials in the field of educatitm. If a doctunent would probably not be available
anywhere if not Wluded in the ERIC database, then there are stronger reasons for selecting k than

them would be if it were available through regular publishing channels.

Documents which are commonly and easily available on a nationwide basis should generally be
evaluated by selectors very strictly. It is unlikely that the use of such documents by the educatianal
community dvends on ERIC. They will be in many Wary collections and will therefote be
frequently cited, and really consultable by users quite apart from any announcement in RIE.
Unpublished papers and dame having only local or specialized distribution should, on the other
hand, be evaluated more kniently. ERIC may be the only database that has acquired the document

and the only one in a position to preserve the document for future users.

G. Factors To Be Considered in Selecting Certain Types of Documents

The preceding criteria pertaining to quality. reproducibility, and availability, apply equally aaoss
all documents being considered. Beyond these common selection criteria, however, there are some

"considerations"' that apply only to specific types of documents.

In this section, eight types of documents have been isolated from the "Most Suitable" or
"Acceptable" categories, and a dixussion of each type is provided that takes into account the
special characteristics of that type and how they might affect selection decbions.

I Dissertations and Theses

Acquisition of doctoral dissertations and masters theses on a systematic basis is not expected
of the Clearinghouses, but such items are acceptable when they meet special criteria.

The majority of domestic doctoral dissertations are controlled by and announced in University
Microfilms Internaticears (UMI) Dissertation Abstracts. lt is possible, therefore, to be very
selective about dissertations that are candidates for RIE. In addition to the noimal selection
criteria, the following situations may be justification for including a dissertation in RIE:

The university granting the degree does not participate in Dissertation Abstracts. e.g..

University of Chicagc. (In the front of each issue of Dissertation Abstracts is a list of
currently participating institutions.)

The dissertation is of special importance to the area of education covered by the Clearinghouse
and by its high quality would definitely enhance the ERIC database.
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Particularly significant dissertations that are in (or going in) Dissertation Abstracts, and that
are also selected fir Level 3 announcement in REE, should provide UMI ordering information
in the Availability fmld.

Dissertations that are not in (and not going in) Dissertation Abstracts, and thtt are selected
few RIE, should be entered at the level granted by the author. If a dissertation, which is selected
for RIE, gives a source of availability, but the author cannot be reached for a mime, then the
document may be anruxmced at Level 3.

Masters theses are controlled and announced, on a more limited basis, via Mfrs Masters
Abstracts. Masters theses (and research papers from fifth-year programs) may tat an exceptice
basis be entered in RIE at Level 1 or 2; they must, however, be entered at Level 3 when
announced in Masters Abstracts and when available from UMI.

NOTE: An alternative way of announcing dissertations has been adopted
by one Ckaringhouse. The Clearinghouse prepares
bibliographies of dissertations focused on specific topics. Each
bibliography contains citations kr approximately 18 to 24
dissertations announced in Dissertation Abstracts during six-
month time periods (January-June and July-December), and, with
the permission of UMI includes the full DA abstract and
ordering information. The bibliography is then entered into
ERIC at Level 1.

2. Brief Materials (5 pages or less)

Brief materials consist of those documents of five or fewer pages, with the text containing
1,500 words or less.

Short documents can create user problems. and their entry into RICE should be kept to a
minimum. Users may object (and have in the past) to paying full miaofiche or raper copy
prices for shrwt documents when the documents do not contain much meaningful information.
For these reasons, short documents selected for the ERIC system must be scrutinized with
greater than ordinary care. They must be documents of high quality.

Although the considerations listed below are similar to selection criteria mentioned
elsewhere, they are very important to emphasize in the selection of short documents.

Synthesis of high quality information presented in a concise manner,
Timeliness, uniqueness, and significance;
Utility for users;
Loss to the education field if not included in ERIC.
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The following types of documuts, which are sometimes brief in length, are usually
acceptthle if they meet the selection criteria above:

Speeches;
Tests, Questionnaires, cx Evaluation Instruments:
Numerical/ Quantitative Data Compilations;
Descriptions of Promising Freak:es.

The following types of documents. if in brief fonn, are in general nor acceinable:

Bibliographies;
Opinion Papeas

NOTE: Central ERIC requires that all documents 5 pages or less in
length be reviewed by the Ckaringhouse Director and, if
selected, bear an indication on the log fonn to show that it has
been reviewed and tqwmved by the Clearinghouse management.

3. Corporation-Produced MateriaLs

"Corporate Materials" refers here to classroom materials produced by commercial industry
(e.g., Kodak. McDonald's. Ke Begs, General Motors, J.C. Penney, etc.), trade associations, and
public utilities. Corporate materials are generally inexpensive or even free. Environment,
energy, and nutrition are comma, topics. Most materials treat the company's area of business.
For example, Kellogg intblishes materials with food-related information; General Motors
publishes materials about the automobile; the utility companies write about energy issues, etc.

Corporate materials can be helpful classroom resources if they are apprwiate and not
unduly biased. The production of classroom materials by industry, trade associations, and
public utilities causes some concern that companies may be taking advantage of students as
a captive audience in the classroom. There is a common belief that schools should be free
from commercial exploitation. Therefore, such documents need to be carefully scnitinized to
see that they contain valid infonnation for cbssroom use and not just corporate advertising,
propaganda, or public relations material.

The following considerations should be weighed in the selection of such materials:

Validity
Avoidance of propaganda, of subtle biases toward the company or industry, and of telling
just part of the truth when dealing with controversial issues.

Accompanying Instructions
Provision of adequate information and instructions to facilitate use in the classroom or other
educational settings.
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"Genaalizability"
Gently Usability of materials to other localities. states, and settings (for example, the
materials should not be training materials designed specifically fix one unique. small group

or geographic setting, and not capable of replication.)

Selected corporate materials should, as a Me, be put into ERIC at Level 1 or 2. Many

capazie materials may consist of non-print media components such as posters, brochures, or
films, which are not typropriate to the ERIC system. If these comptments art essential h) the

meaning or usefulness of the materials, the materials should not bc selected. Since the
materials are generally designed to be eye-catching and attractive, there may be special
problems relating to reproducibility, such as color, size, etc. Corporate materials should meet

all regular reproducibility guidelines.

4. Bibliographies

Bibliograrthies consist of lists of materials relating to a particular subject, author, or period.
Bibliographies may cite books, films, and multimedia materials. They may or may not contain

annotations or abstracts.

Biblioraphies can be extremely useful to the user of ERIC when they are specific to a topic,
contain sufficient information to enable a user to locate entries relevant to herihis needs, and

provide complete bibliographic infonnation.

The following list is intended to assist in the selection of bibliographies. Considerations
under each of the major headings below are suggestive, not prescriptive, i.e.. these atemerely
factors to think about in the selection process, as an item is compazed to others like itself in

order to judge the best quality materials:

Purpose and Scope
-- Identification of purpose
-- Indication of intent (exhaustive or selective, including basis et selection);
-- Statement of limitation (language, geographic boundaries, periods of time, or subject);
-- Creation of more,..than a me# list of titles.

Organisation and Arrangement
-- Inclusion of a Preface, Table of Contents. and Index;

Compilation in accordance with the stated purpose;
Explanation of special features:

-- Provision of clear, concise, and informative annotations or abstracts;
-- Usefulness, consistency, and suitability of the arrangement (alphabetkal, classified,

chronological, geographical, or a combination of one or more methods)
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S. Level 3 Document (Documents That Cannot Be Reproduced)

Level 1 documents me available from EDRS in both paper copy mid microfiche. Level 2
documents are availabk in microfiche only. Level 3 documents are net available from EDRS,

but are availabk fnmn an extexnal sauce (cited in the Availali lity field).

Although every effort skald be made to obtain reprodiwtion releases there remain some

documents for which releases cannot be obtained. Commacial publishers and ether
ca-ganizations (such m Unesco and the Council of Europe) may sometimes refuse to let ERIC

reproduce their documents. In addition, some documents may not reprodice adequately in
either mkrofiche cm- paper copy because of charts, photographs, (=Wed Pages and inks, er
other physical chatactaistics.

Documents that cannot be microfiched and made available via EDRS have always been
allowed into the ERIC system, bia always at a low percentage rate. Tie reason for this
restriction is that Level 3 documents can (narrate the user who is accustomed to finding RIE

announcements in the ERIC microfiche collection. In addition, orders are often placed by
librarians with EDRS without checking Level status; orders for Level 3's are, of course,
returned unfilled. As a result. Level 3 documents are permitted by ERIC sparingly (if they

have a reliable source of availability that can be cited)0 but ate not encouraged.
Clearinghouses vay in thek Level 3 input, but the overall system percentage is currently
approximately 3% annually and should not exceed 10% overall.

Because the volume of Level 3 documents is restricted, they must be subjected to more
stringent selection criteria than regular documents. The following consicktrations might apply:

Contains new information or information that can fill a known gap in the database;

Provides detailed information on a subject not previously treated in depth, or provides a
synthesis/overview of a topic fcw which the literature was previously scattered;

Provides timely and current information, or information for which there is an active current

demand;

Provides exceptional, exemplary information of a level significantly higher in quality than

other input;

Provides information of special importance in the field or of histcrical significance

(landmark' or Kcbssic" documents);

Prepared or published by an authontative source and, therefore. is apt to receive significant

attention and user interest

In general, documents that are available only from sources outside the United States should

not be considered for Level 3. Exceptions may be made for highly significara foreign
documents available from soaves of known reliability (e.g., Unesco, OECD. IRE). (See Section
II.E3 (or the stringent selection criteria to be used for such documents.)
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The following kinds of documents will occasionally require Leve4 3 processing:

Booktg
Collected Worts;
Commacial (Nicks:
Crative Work%
Directoriag

= Dissiertations;
Historic& Materials;
maps;
Non-Print Media (will ahvays require Level 3 processing);
Referace Materials.

In citing the external source of availability, it is necessary to include the full address and
advisable to include the price, for the convenience of the user. If there is any question of
availability, the soma should be checked. Documents soon to go ma of print, or for which
stocks are depleted or do not exist, should not be selected.

6. Documents Containing Material of Local/Parochial Interest

"Local" refers here to a limited geographic area. "ftrochial" refers here to a narrow subject
matter and correspondingly limited audience.

Documents containing substantial amounts of infmmation of a local or parochial nature may
come from any mute, but are often produced by local education agencies.

Although ERIC serves many specialized audiences, most ERIC documents should be of
interest to a fairly broad audience. Documents containing a substantial ammmt of local and
parochial content are generally not desirable candidates for RIE and should be selected only
if they also have some significance and utilization beyond the narrower confmes, Or are
generalizable to other content areas.

Documents which occasionally fall into the local/parochial category are:

Directories of Local Services;
Historical Materials:
Holdings Lists of Local Libraries:
Legal Materials:
Stuveys.

Bibliographies may also verge on this category by focusing heavily on local references, often
difficult if not imposs;ble to obtain outside the local area.

The following considerations should be kept in mind when evaluating documents containing
local/parochial material:
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Usefulness at a Broader Level

For example, the (locum* could provide a model useful to edwators in other districts

developing similar programs. It could report a survey done at the kcallstate Wel, but
generalizable to other areas. If a document is only about local issues, it should not be

selecsed, but if the local issues are related to broader national issues, or if other keaks are
facing similar issues, it may be selected.

Coverage of a Unique Subject Not Available in Other ERIC Documeets

For example, a docimnent could offer historical information or survey information abort an
area which teachers elsewhere may use as resource materiaL

Includes Wormation That Can Serve as a Base to Answer Common Requests

For example. many teachers are interested in finding curriculum guides for the particular
areaistate in which they teach, or guides from other amas that they can adapt.

7. Instructional Materials (for Student or Teacher)

Designed for practical use by either student or teacher, these materials often have a
component which includes instructions and/or activities. Materials falling into this category

are:

Classroom Materials;
Curriculum Guides;
Instructional Packages;
Lesson PIE!:
Teacher Guides and Re40111tes:
Student Guides and Resources;
Units of Study.

Teacher guides and resources include materials which can be used by the teacher for
obtaining background knowledge, factual knowledge. awareness-raising. or "how-to"
information. They often provide conceptual frameworks for teaching and specific strategies

and activities for classroom use. Student resources are materials that students can use
essentially without direction or intervention by the teacher.

Many of ERIC's users are practitioners who request materials to help them in their
teaching. A major aim of the ERIC system is to provide a database that includes sound
student and teacher guides and resources.

The following list of factors is intended to assist in selection of student and teacher
materials. The list is suggestive, not prescriptive. Good materials will encompass many of
the factors; average materials will encompass a few; poor materials will exhibit none. An
appraisal of these factors can contribute to makiag a better decision about whether to include
the materials. As always, selectors must use a holistic approach to document selection, taking

account of both the ERIC guidelines and their own experience and expertise within their

Clearinghouse scope.
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It is extremely important that instructional materials be examined to avoid duplication of
their information content. One state may publish an instructional numual consisthig primarily
of content derived from another state. It is, therefore, essential that the selector be a senior
staff perm wbo is knowledgeable about the scope of the Clearinghouse and the content of
the existing database.

Organizstion
Ease of tam
Presence of a Table of Contents. Preface, Glossary. Index.

Educational Objectives
Clarity of instructional goals. including both affective and cognitive objectives, whenever

aPProPriate-

Content
Accurate and valid presentation of information;
Complete information included without major °minions;

-- Inclusion of sound and substantive infm-mation;
Logical development of idea.%
Up-to-date data and illustrations.

Teaching Strategies
Appropriate for target group;
Clarity of methodology;
Explicit identification of conceptt
Reflection of a variety of teaching/learning modes.

Activities
Logical relationship among basic objectives and activities;
Appropriateness and relevance of a variety of activities to pupils' experiences, interests,
levels of comprehension. and grade level.

Stereotyping, Bias, and Social Inequity
(selection should be sensitive to extremes)
-- Whenever possible, avoidance of statements of bias and stereotyping concerning women

and ethnic groups;

-- Promotion of mutual understanding and respect between races and ethnic groups;

-- Fair trratment of people as individuals.

Suitability of Materials for Learners
-- Relationship of content to pupils' experiences, interest levels, levels of comprehension, age

and maturation level;

-- Suitability of vocabulaly, sentence and paragraph structure, and concept level to the age
group that will use the materials.
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Completeness of Bibliogruphk References
Usefulness of informaticm included in the bibliographic citations so that the user can obtain

resource materials;

Indication of grade level, if needed.

Completeness
-- Self-contained independent materials.

Duplication of Materials Already in the ERIC Database
-- Uniqueness relative to other materials already in ERIC, Le., inclusion of new techniques

or information on a needed or unique topic.

8. Research Reports

Good, in his (Dictionary of Education), defines research as:

%disciplined inquiry, varying in teclutiqa and method according to the nature and
conditions of the problem identified, directed toward the clan:flexion or resolution (or both)

of a problem.

(Webster' s Collegiate Dictionaty) defines research as:

"...investigation or experimentation aimed at the efiscovery and interpretation of acts, revision

of accepted theories or laws in the light of new facts, or practiral application of such new

or revised theories or laws."

Reprinted in Figure 111-2 are the characl4ristics of a goei research report as conceived

by the National Council of Teachers Ma;noiatics (Criteria for Judging Research Reports
and Proposals - ED 138 469). Consideration ci these facia:* may facilitate the selection of

high quality research reports.

9. Student-Written Materials (for Other Students)

The use in cbssrooms of student-written materials in al-der to help teach other students is

an instnictional approach that periodically finds favor with teachers.

Such matexials are too voluminous to consider acquiring comprehensively. However,

examples of the approach may be selected for ERIC, at the discretion of the inputting
Clearinghouse. In such cases, it is probably best to group a number of such student-written
examples into one document. clearly indicating what they are and what school and the class

from which they came.
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IL Department of Education Documents

U.S. Department of Education publications (including those of CtERI and NCES) should.
as a rule, be selected for the ERIC database. Such selection is not mandatory and that may
be exceptions, on the basis of either quality or repoducibility, but the rejection of an
ED/OERI publicaticat requires a solid rationale and justification.

If, for any reason, a Clearinghouse does nos want to accession an ED/OERI document, it
must be returned to the ERIC Facility together with a completed "EDMERI Document
Selection Repcxt" form (i.e., your rejection justification (See Figure III).

When Departnwat of Education cktcuments are published, press releases or press packets
are often issued simultaneously, thereby creating an immediate reiblic demand and making
it important that these documents be mak available by ERIC as quickly as possible. If
selected for ERIC, Department of Education documents should "go to the head of the line*
and be the next documents pmcessed by the Clearinghouse. It is often a good idea to include
as an appended part of the document the associated press releases and press kitx/packets,
insofar as they contain useful highlighting and other additional information.

H. Journal/Serial Selection Issues

I. Introduction

The Current Index to Journals In Education (CUE) is a monthly index journal designed to
announce and disseminate education-related information contained in the current periodical
literature. CUE is a companion journal to Resources in Education (RM): between them they
cover a large percentage of the total literature of the field. Over 700 journals are covered
regularly by the ERIC Clearinghouses and are listed monthly in the "Source Journal Index"
(appearing in each issue of CUE). Journal articles processed by the ERIC system are processed
for announcement in CUE. The few exceptions are discussed in Section IB.C.1.

2. Selection of Journals

The selection process for CUE exemises its quality control primarily at the journal level.
High quality education journals are pre-selected to be covered totally or comprehensively. All
others are pre-selected to be covered selectively (but comprehensively for their education
content). In general, therefore, the application of qualitative criteria is not as relevant in
sOecting individual journal articles for announcement in CUE as it is in selecting individual
documents for RIE. This is because CUE was designed to cover all education-related articles
in the journals that it formally states it will cover. It is useful to educators, and essential for
librarians among others, to know and to be able to count on. for example, the fact that all
articles appearing in a axe education journal such as the Harvard Educational Review and all
education-related articles appearing in important general periodical such as Science, will,
without exception, be announced in CUE. 135
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IED1OERI DOCUMENT SELECTION REPORT

FROM: Individual:

ERIC Facility Acquisitions Department

Return of OERI Document or OERI-Sponsored Report Not Meeting Clearinghouse
Selection Criteria

REFERENCE:

Quality of content is not acceiXable.

Enclosure
EFF-71 (8/91)

Figure III: ED/OERI Document Selection Report (EFF-71)
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Journals from which articles are derived for announcement in CUE can be thought of as of
three types.

Education Core Journals
Jr:annals totally concerned with the field of education.
Example: Journal cf Educational Research

Education-Related Journals
Journals that regulady and frequently contain articles bearing on education, but whose main
focus is elsewhere:
Example: Journal of Applied Psychology

Non-Education Journals
Journals that occasionally, but infrequently, contain a, ..ducation-related article.
Example: Science

3. Selection of Articles Within Journals

The selection of individual articles within formally covered journals listed in the "Source
Journal Index" is guided by the following rules:

Coverage of designated core education journals must be "cover-to-cover.* This is defined
as comixehensive and complete article coverage, normally excluding, however. such
miscellaneous items as book reviews, editorials, letters to the editor, newsletters, feature
columns, schedules of events, advertising. articles of one page or less, etc.

Articles in education-related journals are selected for inclusion in CUE strictly on the basis
of their relationship to the field of education. Articks not related to education are
excluded, as are the miscellaneous type of material referred to above.

In addition to its regular journal article workload, derived from journals formally covered
by CUE, it is permissible for a Clearinghouse to input any good quality education-related
article that may be detected in some other journal not regularly covered, e.g.. The New Yorker.
These are called colloquially. "oneshot" articles. It is not necessary to receive prior approval
for "oneshots," but they should be identified as such by writing " oneshor on both the top of
the resume form and in the "Comments" block on the log sheet. It should be remembered,
however, that the journal involved will not be listed in CUE among those formally covered.
In order to provide the user with means to obtain a copy of the article, if desired, it is
recommended that the address of any small. obscure, or otherwise difficult to identify journal,
be cited in the cataloging. This "oneshot" category is intended to be used on an exception
basis. (i.e., no more than one or two per month), for the occasional important article from a
non-education journal. Any journal that is repeatedly a source of "oneshot" articles, should be
considered for possible regular formal coverage.

"Oneshot" articles present a special duplicate checking csoblem in that a Clearinghouse has
no way of knowing whether any other Clearinghouse has "discovered" the same article. All
that can be done is to check to be sure that the journal is nca one that might fall within the
subject scope of another Clearinghouse. If that is a possibility, check with the other
Clearinghouse to be sure that they We not accessioning any articles from the same "oneshor
journal issue.
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4. Procedures for Recommending New Journals to be Considered as Candidates for CIJE

Clearinghouses nominate wopriate journals for inclusion in the "Source Journal Inde.x."

New journals should be nominated by the Clearinghouse responsible fm the subject area
concerned fcr either cover-to-cover or selective processing. Central ERIC typroves or
disapiaovar these nominations along with the CUE Publisher, on the basis of the overall size

of the list.

If non-Clearinghowe components (e.g., Central ERIC. EARS, ERIC Facility, Oryx Press,
ACCESS ERIC) learn of new candidate journals, they should transmit the infonnaticm to the

appropriate Clearinghouse. If the original recipient cannot determine the appropriate
Clearinghouse, the materials should be sent to the ERIC Fxiity's Acquisitions Department for

this decision.

Given the large number of journals covered by CUE, Clearinghouses shouki generally attempt

to delete a marginal jotudal (e.g., less valuable content or irregular publication schedule) in
order to add a significant new journal. The responsibility for making this decision belongs to

the individual Clearinghme. If, however, it becomes necessary in the opinion of the
Clearinghouse to add one or more journals and not to delete any, justificaticat should be
submitted to Central ERIC which, in consultation with the CUE Publisher, will make a decision

in the matter.

For all approved journals, the selecting Clearinghouse should forward to the CUE Publisher
the journal name, publisher name and address, frequency, subscription price, and ISSN number.

for inclusion in the next "Source Journal Index."

5. Journal Article Legibility and Availability

Journal articles are not handled by the ERIC Document Reproduction Service (EARS) and
are therefore not reproduced by EDRS for users in either microfiche or paper copy. The articks
announced in CUE are available through the original journals themselves and tlyough reprint
services such as UMI and ISI. Rs' these reasons, questions of legibility, color, page size, type
point size, and reproducibility do not enter into either the selection process or the later
cataloging process and need not be considered by the Clearinghouses.

6. Using RIE as an Archive to Store Journal "Runs

The full text of documents announced in RIE are stored on microfiche and are thereby
"archived" for future researchers. Once an item has been announced in RIR, a user knows that

it is going to be available, that it is permanently min-print."

This special capability of ERIC can sometimes be used to advantage in order to archive
lengthy runs of serials that are obscure, not widely held by libraries, and not available via the
journal article reprint services, such as UMI.

In other words, if a Clearinghouse is covering a given journal for CUE, but that journal is
not available via UMI, the Clearinghouse might well want to consider "backing up" their CUE
accessions by entering the entire journal, as a run, in R1E. They could then point the user to
the RIE microfiche for the item for availability purposes.
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This approach presupposes that the Clearinghouse can obtain reproduction permission for the

journalisaial in question.

Such a *nen" must consist of at least a year's worth of the journal, but when taking this
appsoseh, it is advantageous to the user for the ME accession to consist of as long a run of the
journal as postale. In this way, the ustx can go to a single location for the bulk of the jorunal

and need not moult multiple actession numbers.

7. Newsletters

Newsletters are usually the house organ of some organization and are intended as a rapid,
easily- and quickly-produced way to keep in =tact with the membership or constituency of
the organization. Newslemrs are nmnerous, frequently issued, typically containing extremely
brief materials, replete with transkat news and notices.

Newsletters are serials, but usually without substantive articles that can be extracted. They

are troublesome for a conscientious database such as ERIC in that they are clearly useful to
their recipients, but are problematical to process into a system oriented toward monographic
material or extensive substantive articles on unitary subjects.

In general, newsletters are not acceptable material for either CUE or RIE, and individual
issues should not be selected for the ERIC database. If allowed in, in their multitudes, such
issues would clog the system with transient, ephemeral, look-alike accessions that would, over
time, cause retrieval problems. ERIC would not be doing the users a favor by burying their
search outputs in such material. For reasons such as these, virtually no other maim
bibliographic database accessions newsletter issues.

ERIC can affcal to make the following exceptions:

SITUATION SOLUTION

Newsletter contains
lengthy. substantive
article, comparable to
regular article in
professional journals

(I) enter as one-shot article in CUE
OR

(2) if newsletter too obscure androt likely to be in libraries, and if
re. I I uction release obtainable, analyze article alone the
w e newsletter issue) in RIE, as if it were a in I 0 :4 = . The
name of the article is the title of the accession.

Newsletter issue is
devoted to single unified
theme and that issue
theme can be distinguished
from the general subject
matter always covered by
the serial. ,

Enter in RIE as single accession, with issue theme title used as the
title of the accession.

1

Newsletter judged to be
highly useful m its
entirety, not readily
available, and reproduction
release obtainable.

Archive newsletter in RIE (and on the ERIC microfiche) by entering
as long a nm as can be assembled as a single wcession. Must be at
laut a year's worth, and preferably more. The name of the journal is
the title of the accession.
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EDIOERI Documern Selection Report
(EFF-7 1), 111-34 33

EDRS
-Repsoduction Prcblems, 11147
Education-Related Journals, 111-34
Education-Relatedness, 111-7
EFF-70 (ERIC Facility Form). 111-7. 9
EFF-71 (ERIC Facility Form), 111-33
Effectiveoess of Presentation, 1114 4
Employment Agreements, 01-12
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ERIC Clearinghouse Publications, M-1 1
ERIC Clearinghouse Scope of Interest Guide. 7
ERIC Digests, III-32
ERIC Docusnent Reproduction Service. see EDRS
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Errata, 111-1 2
Ethnic Concerns, 01-16
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Exemplary Documents. I11-1 1
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Fahe Type, 01-18
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-EFF-71 (ED/)ERI Document Selection

Report), 111-32
-Evaluatica, 01-6
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-Availability. 111-35
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Microfiche
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-Subscriptions (by Clearinghouse), 111-8
Microfilming Problems, 111-17
Minority Conoerns, 111-16
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Newsletters, 01-I2, 36
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Mantles
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Reproduction Problems, 01-17
Research Repents, III-10, 30, 3 1
Responsivenem to Priorities, 111-1 5
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Supidementary Pages, 111-12
Survey hatrunsans. 111- 1 1

Tabs, 111-20
Teacher Guides, 111-2g
Technical Repent, 111-1
Tests, 111-10
Tembooka, 111-12
Theme Issues (of Serials), 111-1 1, 36
Theses, 111-12, n
Thoroughness of Repotting, 111-14
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Trade Associations, 111-24
Tnnafer (of Documents). 01-7, 9
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-Dot Matrix Type. 111-1 8
-Faint, 111-1S
-Point Size, III-17
-Size, 111-17
-Smudged, 111-1

U.S. Department of Education Documents, III-1 0, 32
U16
-Dissertation Abstracts, 111-23
-Masten Abstracts, 01-24
-Reprint Services, 111-35
Undersized Paps, 111-20
Unesco, 111-26
University Microfilms International, see UMI
Univenity of Chicago, 111-22
Unsuitable neonatal, 01-12
Users (of ERIC), 111-5

Yearbooks, 111-1 1
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HANDLING AND SHIPPING

Summary of Significant Rules

Titre me duce classes of document handlinw (1) R(XTIVE: (2) Department of Ethication Documentre
and (3) PRIORITY. Department of Education documents must be the nen documents processed mudnely.
PRIORITY documents mist be moused on rui expedited basis, in time to be included in the next avalialAe
issue or RM. Departmeit of Education documents arid PRIORITY documents me given special klentifying
cover sheets. PRICHtrIT doonnents may not be rejected.

2. As socm as possille after documents me selected tor the database, basic title information is to be transmitted
to the ERIC Facility for updating the Acquisitions Deo Report (ADR), the system-wide duplicate cheddng
file. These uansmissions may take place daily, or at any convenieet fiequency. The sooner a tide is
entered, however, the sooner a*claim'' is staked for that dooming.

3. The basic responsibility for duplicate checking Amides with the Clearinghousat, 1Dupliemes` ate defined
as two or more copies of exactly the mune document (Variations of a text, published at different times,
am not considaed duplicates, though their dose similarity may be a factor hi selection.) Prior to
publication of RIE, the Facility makes a final duplicate check of all items received from Clearinghouses.

4. Official Pio** Officer cleasance for OERI/ED-prepased or sponsored doctunents is not required. Such
docinnents received from the ERIC Facility or other sources QM be assumed to have been classed.

5. Clearinghouses are responsliile for obtaining Repmduction Releases for documats from the appropriate
personal authors, corposate sources, or cepyright/pmprietary rights holders, and for maintaining a permanent
file of all releases obtained. Documents for which Manes have been obtained must reflect this permission
via appropriate Repoduction Release labels affixed to their covers. I

6. A Clearinghouse acquiring a document falling within the scope of another Clearinghouse should wavier
that dooming to the appropriate Clearinghouse promptly and directly.

7. A Ckaringhouse selecting a document that overlaps the interests of other Clearinghouses mixt be careful
to index that document from the viewpoints of die other Clearinghouses, as well as its own. When assigning
documents to Clearinghouses, the Fecal* is =mired, in scope overlap situations, to alert all parties
oxicerned by affixing a*Scope Overlap Laber to the tide page, identifying the Clearinghouses involved.
Copies of the labeled tide page are sent to all alternative Clearinghouses.

8. AR documents forwarded few inclusion in RIE must bear an OERI Policy Disclaimer Label stating that the
document does not necessarily reflect official OERI policy.

9. The use of Reply Casds (Acknowledgments to Conhibutors) is optional. Each Clearinghouse may choose
to use them or not. However, care should be taken not to send automatically saca routine *thank you* notes
to inappropriate soirees, e.g., a State Governor's office. SeLf-addressed reply cads affixed to documents
by some institutions (or by the ERIC Facility on behalf of the source) should be detached by the
Clearinghouses and mailed only if tbe documem is iejected; if the document is selected, they should be left
affixed throughout processing, since the Facility will later record on them the ED number before 'turning
them to the solute.

NOTE: Beginning with the lap* for the Janney 1993 ism of R1E, original individual signed Reproduction Release Forms should
he attached and will be finsed as the last page of the damsels to which they pertain. Rcroduction Release Forms poor
to this dam mutt still be tessine4 indefinitely by the Clearinghouse.
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HANDLING AND SHIPPING

10. A completed 'Clearinghouse Accession Log Sheet" mum accompany each shipment of documents from

Cleadestiesses to the Facility.

11. All packing. wrapping, labeling, and addressing must conform to regulations and limitations of the
U.S. Postal Savice (or other commercial delivery service, such as WS, that might be used in lieu of

USPS).

12, ERIC Manse materials Aimed from Clearinghouses to the Facility via the U.S. Postal Service should be

sent Certified Mail, unless otherwise &Wed+ in order to ensue traceabilky. Commacial delivery
anemias (such as UPS) may be used if an apdvalent service is available.

13. Shipmmits of ERIC mistrials from Clearinghouses to the Facility should be made weekly and should

conform to the WI WNW Schedule* published at the beginning of each calendar year.

14. In general, Clearinghouses should avoid revealing the Mum of &amnia submitted for announcement

in RYE and fibulas by EDRS. Filming requires that the documem be taken apart. Ctiginal docunsnts must
be retained at EDRS far a period ci at least four (4) months in order to be able to respond Of posside

refilming needs. The return of a document regesents a signifiamt mnount of extra work.

15. PRIORITY documents must be keg separate from molar input. They should be shipped separately and

should have their own individual Log Sheet.

16. Information external to the document (e.g., loth= from the some, news releases, etc.), that mayhe cf use
to document processors, should be retained with the doormat duoughout the entire processing and editing

cyck.

17. Clearinghouse Accession Nmnbers should be assigned sequentially, without gaps, and in a way that does
nat *waste" numbers. Each Clearinghouse has been allocated a total of 999,999 numbers with which to

work.

18. Documents must be prepared properly for filming by EDRS. All pages and sections must be pesent.

There should be no confusion as to the proper sequence of pages or document pasts. Oversize pages in the

original must be =vetted to a series of 81/2* x 11* (or 11 x 81/2* landscape") pages. Basiadly, the

Clearinghouse should prepare a documentexactly as they would hie to see it recorded on film anddelivered

in reproduced papa copy to an-demand cushnners. The rendling package of pages should permit the
EDRS camera operator to film the &anent routinely and without the necessity of additional remedial

actions.
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HANDLING AND SHIPPING

Pagel Documents in Process Master Report DATE: 05/14/1992

by Record Number

ACC#: 724 DATE RECEIVED: 05/14/92 CH ASSIGNED TO: SE

TITLE: Technological Literacy Woe_shop Proceedings

ORG A: National Science Foundation
ORG B: Delaware Univ
ORG C:
AUTHOR: Jones, Russel C., ed.

SPONSOR: NSF
PUB DATE: 1991
ID#:
COPIES RECEIVED: 3
NOTES: 1 bound copy, 2 xerox: from editor

******************* t************lnt**************************************

FIGURE MI: Documents in Process (DIP) SystemSampk Entry
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c. Duplicate Checking

The primary responsitilky for ensming that documents &heady hi the
ERIC system are not pocessed again lies with the Clearinghouses. The earlier
that duplicates are discovered, the water the savings in time, money, and
processing effort.

However, the Facility routinely thiplicak checks all Mar doctunents
it receives in the Title Index (a record of items in the ERIC database),
Acquisitions Data Report (a mcord of documents in poems at the
Clearinghouses), and the Facility's Documents in Process caln file. mac of
the ERIC-on-CD-ROM systems also may be used in lieu of the Tide Indete.)
The only Facility check of recently-published documents occurs when dm DIP
file is scathed. V an atry is found in dm DIP file, iodating previous receipt
ri the document, the document is either &carded or sent to the Clearinghouse
as a w2d copy' or *Duplicate'

The decentralized nature of the ERIC system and of its acquisitions
efforts results in the Clearinghouses receiving, from various sources other than
the Facility, documents that are ekher already in the system or in-process at
their own cc other Clearinghouses. Consequently, the Clearinghouses must
check thdr own internal records, the Acquisitions Data Report, and the Title
Index, in an attempt to avoid duplkate processthg.

Ckaringhouses receiving Department of Education/OEM reports
directly from sources other than die Facility me advised (see Section IV.C.141)
to notify the Facility, became the deemed may already be in process
elsewkre in the system. When mach notification is mceived, an entry is made
in the DIP fik, thereby preventing possible later assignment of this same
document to a different Clearinghouse.

d. Information of Use to Document Processors

Scene doormats acquired by the Facility me accompanied by
information (such as press releases or *vies of letias grant* pesmission to
reproduce or provkling authorship, ordering, or price information), that is
essential for a complete and accurate document description. Sometimes
information such as address or author affiliation is contained on the outside
wrappers and nowhere else. MI such information is attached when forwarding
documents to Clearinghouses. In geneml, the Facility sends along any
inkrtl Aaiun that might help the Clearinghouses identify, catalog, or otherwise
process a document.

e. Assigning Documents to Clearinghouses (and Use of Scope Overlap Sticker)

Documents received by the Facility are assigned, on die basis of their
subject matter, to the appropriate ERIC Clearinghouses for selection and
processing (cataloging, indexing, abstracting). The WC Clearinghouse Scope
of Interest Guide (Appendix A) is the authority for waving docmnents.
Various problems may arise during assignmae. Documents dealing with single
unified topics such as "Teaching English to Sixth Graders° can be assigned
quickly, correctly, and with certainty; documents &Wing with multi-disciplinary
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HANDLING AND SHIPPING

toiics (or mists of target populations and topics), such as "Structural Variables
Affecting CAI Performance on Arithmetic Word Problems of DisadvaMaged and
Deaf Students.* can ovedap the scopes of sevual Oeminghoures. It may be
necessary to scan the Table of Contems, Introduction, Conclusion, and even the
body of such documents, to determine their sulks thrust.

In genceal, the Fatality is required to spend the mininnun time
consistent with reasonable and logical assignmings on this activity. If a
document overlaps the scopes of two or mons Clearinghouses, a Scope Overlap
lAbel (Figure P14) is Mixed to the cover. A repexhiced copy of the cover
bearing such a sticker is then see to each of the alternative Cleariaghouses: this
action serves to alert each such Oeminghouse to the fact that a document of
interest to them has been assigned to another Cleminghouse. If a Clearinghouse
questions an assignment, it can =tact directly the "pimp" Clearinghouse that
received the clammiest and negotiate whkh aearinghouse should precess the
document. The label also serves to akrt the Clearinghouse the received the
document of the need to take account, during the indexing process, of the scope
and viewpoints of the alternative Oearinghouses. The lists of "Most Frequently
Used Index Terme provided in the WC Clearinghouse Scope of Interest Guide
(Appendix A) can be helpful in this process.

special Reims of view.

In our judgment. this document
is also of imerest to the Clear-
inghouses noted to the right.
Indexing should reflect their

Stis document for
ttx

SCOPE OF INTEREST NOTICE

The ERIC Feeffity hrette=

FIGURE IV4 : Scope Overlap Label

Note that Clearinghouse assignment, and the number of copies received, are
recorded in the DIP file. If &plicate copies et the document me teceived later,
they can be directed, if necessary, to the same Clearinghouse.

f. Special Instructions, Guidelines, etc.

Fr= time to time, special instructions we forwarded from the Facility
to Clearinghouses along with &cements that require special handling. For
example, a set of papers commissiened by NCES for a wakshop on one of the
National Education Goals may not display any of this information on their
covers. The Facility may be aware of this information because of its direct
contact with the contributor. In such a case, the Facility will devise a
recommended Note to be included in the cataloging of each document by time
Clearinghouses assigned the materials.



g. PRIORITIES in Document Handling

There are three classes of ERIC document handling:

Routine Documentto be hantkd normally, regularly, on a fire in/first
ora basi&

Deportment of Meadow Documentto take ;accedence over other
iodine doctments, Le, to be put at the top of the pile, the front of the line.

PRIORITY Docianeseto be Focused in tine to make the very next
available issue of RIE: may require expedited processing and tumarcond and
special rapid lundfing.

PRIORITY docinnees am genesally designated as such by Central
ERIC and are Ow tagged by the Facility using a PRICaTTY Documon
Mauling Form (we Flom IV4) affixed to the cover prior to sending it to a
Ckaringhoase. The form must twain with the document at all times and
accomany it an its retwn to the Facility. PRIORITY documents must be
processed before all other documents and must be shipped separately by the
flutes means from the Facility to the Clearinghouse&

PRICRITY documents may not be rejected (unkss physically
incomplete). The next issue of RIB still open to accessions is marked on the
PRIORITY fonn and can also be detamined from the RIE Master Schedule.
In some cases, when the RM ism deadline is very close. it may be necentelY
to process PRIORITY documents in a matter of a kw days. lb alert
aearinghouses to such needs, the Facility generally calls Owed to notify a
Clearinghouse of an upcoming PRIORITY document assigiunent.

Depattmee of Edwation documents need not be processed on an
expedited PRIORITY basis, but when received they shoal be the next
docmnees pocessed at the regular/routine rate. The is to say, they should be
pulled out and pe next in line.

Department of Education documents we identified by the Facility using
a special Depotment of Edwation Document Handling Fonn (see Figure IV-4)
that is affixed to the cover inky to tionsmittal to the Ckaringhouse. Department
of Education documents will normally be selected for the ERIC database. If for
some reason a Department of Education document is rejected, the reason
justifying this rejection must be provided on this form and both document and
foim returned to the Facility, for review by Camal ERIC
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Do Not Detach This Form From Document Cbring Processing

Date Sent

Da* Retuned

"PRIORITY DOCUMENT*

TO:

FROM:

TITLE OF DOCUMENT
BEING SENT:

RIE ISSUE TO BE
PROCESSED FOR:

DATE DOCUMENT
NEEDED BACK AT
FACILITY:

(Assigned Clearinghouse)

AUDITION:

ERIC Facifty. Acquisitions DePtt

The document to which this form is atte:hed has been designated a
PRIORITY document requiring expedited processing to make the next possible
issue of Resources in Educattn (RIE) that has not been dosed.

Please return this document and its completed resume by the date
indicated above (in order for it to be announced In the issue of the RIE indicated
above).

When retumin ; this document, use a separate log sheet. This form
should be left on the dccument in order to identify it as an Item requiring special
rapid handling.

PRIORITY documents may not be rejected (unless physically Incomplete).
If for some reason you cannot meet this deadline, please notify the ERIC Fealty's
Acquisitions Department as soon as possible.

Do Not Detach This Fomt From Document During Processing

FIGURE IV-3: PRIORITY Document Handling Form

ERIC Processing Woad IY-6
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Do Not Detach This Form From Document During Pmcessing

"DEPARTMENT OF EDUCATION DOCUMENT"

The document to which this form is attached has been

0 Prepared 0 Sponsored

by the U.S. Department of Education Of one of its offices, e.g., Office of
Educational Research and inycovement (OEM).

This document should be processed promptly, Leg It should be placed first
in kw amongst the next documents to be processed rotdinely.

Note that, because it is Federally-ftmded, this document does not require
an ERIC Reproduction ROWSPO form. Also, it may be considered cleared by its
relevant project monitor for knmediate processing.

Please do not delay this document unnecessarily as the project monitor
may be waiting on its availability from ERIC.

ED/OER1 Documents we namely selected for the ERIC database. If for eny
f988011 this doormen is not selected by the Clearinghouse to which it has been
assigned, the document must be returned to the ERIC FaxiliV with the reason for
its niection provided below:

CIewinshouse:

Contact Perim:

Reason for Rejection:

o Document will not reproduce/microfiche adewately.

o Docunent Is inccmOete (paps/parts missing).

o OuWity of content is not acceptable.

El Other (Specify)

Do Not Detach This Form From Document During Processing

FIGURE IV-4: Department of Education Document Handling Form

June 1992 IV-7
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h. Reply Cards (AeknowledgmeMs to Contributors)

As a courtesy, all contributors must be notified of the disposition ct
their doctunents, including the ED lumbers assigned if the &comas are
selected Providing such a service can be a powerful inducement to contributors
turd, as such, a valuable acquisitions tooL To provide this infix-maim to
contributon, a standard *ERIC Reply Card* ham been developed
(see Figure IV-5). This cad can be provided in quantity to regular document
somtes who are requested to comrdete It seltakkess it, stamp it, and affix it
to the cover of documents being contained. Ahanatively, the Facility or the
Clearinghouse may affix such a card for a contrbutor.

ERIC REPLY CARD

DOCUMENT TITLE:

DISPOSITION OF DOCUMENT:

Selected for the issue of R1E and

is assigned document no.

Not selected for R1E.

CLEARINGHOUSE NAME:

Date:

HAVE YOU ENTERED YOUR CORRECT RETURN ADDRESS ON THE FRONT OF THIS CARD?

FIGURE IV-5: ERIC Reply Card

If a Clearinghouse rejects a document, the decision should be indicated
in the appropriate place cm the card and the cad mailed to the contributor.
(Supplying a mason for non-selection is wtional and at the discretion of the
Oeminghouse.)

ERIC Processing Monad tv-s
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If a Clearinghouse selects a document for RIB annoimcement, the card
should be left attached to the document wit,* it is retuned to the Iitcility.
Reply Cards attached by the Department et Education or by the Facility
Acquisitions Department should never be reinaced by Clearinghouse reply cads,
because the addressee is often very specific. The Platy will enter an the card
the ED timber assigned to the doconnent and then mail the card back to the
could:Pular as soon as panne.

Clearinghouses may use Reply Cards, fonn letters, or other means to
notify contramtors afbm the relevant issue of RIB has been published.
Cleminghouse systems for thanking or otherwise notifying doctunent
contributors tife entirely optional mid should not be reputed as either replacing
or being replaced by the Reply Card system described here.

2. Handling of Documents Shipped to the Facility by Clearhighouses
for Inclusion in RIR

Evay week, by mail or commercial carrier, the Facilitys Document Control
Department receives shipments from the Clearinghouses of doormats for inclusion in
RIE. The following procedures are used:

a. Shipment Verification

After receiving a shipment of documents from a Clearinghouse, the
Facility verifies the cornetts against the Clearinghouse 1-rog Sheet
(Figure IV-6A). Any discrepawy is resolved by telephone with the
Clearinghouse. Records me kept of doemnents inpig for each weekly shipment
for RIE. A notation is made when a Clearinghouse abstain& If a Clearinghouse
abstains for two weeks running, a check is made by the Document Control
Supervisor to determine the reason and Central ERIC is notified PRIORM"
documents must have their own separate Log Sheet (see Figure IV-6B) to
facilitate expedited processing.

Log Sheets are 'Nuked for all regular database imit shipments from
Clearinghouses ai the Facility. See Figure IV-13(A) for a sample Log Sheet
for CIIE input. See Figure IV-15(B) for a sample Log Sheet for input of full-
text Digests for the ERIC Digests Online (EDO) file.

b. Pagination

After receipt and verification, the documents are paginated. The
Paginatr hand stamps every page according to the instructions given in
Section V: "Cataloging." After pagination, documents are retura:d to the
Editorial Department where the editorial function takes place.



HANDLING AND SHIPPING

ERIC 7-1
Clearinghouse Accession Log Sheet Page 1 of '

CLEARINGHOUSE (CIRCLE ONE): CE CG CS EC FL HE IR JC PS RC SE SO SP TM UD
4-23424-Z3-92DATE(S). DOCUMENTS SHIPPED BIBLIOGRAPHIC DATA TRANSMITTED

RECEIVED AT FACILITY ONLINE DATASET NAME

SHIPMENT APPROVED BY, Adrienne Lannom

ACCESSiCN NUMBER LOG I DOCUMENT IDENTIFICATION i LEVEL I

DOC. (Author-Last Name or I I1.2 or i

CHECK 1 Title-One or Two Wvos)
PREFIX NUMBER 3)

COMMENTS

EA 1 023 283

EA 023 510

5

6

7

3

9

10

11

12

13

14

15

16

17

18

19

Charters. Jr.

HiMlight PUBTYPE 071

Highlight PUBTYPE 071

EA 023 630 ! Master Plan tor Tennessee
,

EA , 023 671 IMcLeod; And Others

EA I 023 672 i Anderson; Stlegelbaur

1

I

i

4

TOTAL ITEMS IN SHIPMENT

SHIPMENT INTENDED

SOURCE JOURNAL CITATION

: 5

2

CUE

MA
3

J A S 0 N 0

_
FOR: JOURNAL (CIRCLE ONE):

ISSUE MONTH (CIRCLE ON ..IF
WEEK OF INPUT (CIRCLE ONE): 1

INFORMATION (CUE INPUT ONLY)

EFF.38 (6/90)

FIGURE W-6: Clearinghouse Accession Log Sheet (Completed)
A. Regular Document Shipment
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,ERIC Cieminghouse Accession Log Sheet 1
Page of

CLEARINGHOUSE (CIRCLE ONE): CE CG CS EA FL HE IR JC PS RC SE SO SP TM UD
DATE(S): DOCUMENTS SHIPPED 4/23132 B BLIOGRAPHIC DATA TRANSMITTED

RECEIVED AT FACILITY ONLINE DATASET NAME

SHIPMENT APPROVED BY:

1

ACCESSCN NumBER

zREFIX ; NLMBER

LOG/ I a0CumENT IDENTIF,CAT:CN LEVEL
; IDOC (Auttlor.Last Name or (1.2 or

CHECK I TineCne or Two %trCS
j 3)

COMMENTS

EC 1 300 996 Wner
2 EC 300 997 D'Amico

2 EC

5

6

8

9

10

11

12

13

14

15

16

17

1$

19

20

300 998 Wagner

E

1

1

,

r

_.

4

,

,

-

TOTAL ITEMS IN SHIPMENT

SHIPMENT INTENDED

SOURCE JOURNAL CITATION

3

2

CUE

M A

3

MJJ
4 5

A SO N D

FOR: JOURNAL (CIRCLE ONE): le)
ISSUE MONTH (CIRCLE ON ): JF
WEEK OF INPUT (CIRCLE ONE): 1

INFORMATION (CIJE INPUT ONLY).

EFF.38 (6/90)

FIGURE 1114: Clearinghouse Accession Log Sheet (Completed)
B. . PRIORITY Document Shipment

hoe 1992 161 nr-"
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c. ERIC Program Office Review

Reponentatives from the ERIC Program Office (commonly known as
Central ERIC) occasionally review documents going into RIE. Fmm time to
time, individml Clearinitouse monitors also join in the review. Documents are
reviewed fox ignoducibility whims, quality of content, and gffropriateness
of subject matte. (*Womble docummns may be *moved anddiscussed with
Clearinghouses by the Clearinghouse monitots. As a result of this review, the
monitor arrives at a decision to either reject the given document or to reauest
it into the RIB productko sem Care is taken by die Facility to record an
such removals so that no document is log or misplaced.

d. Duplicates

Despite all checks made by both the Facility and the Clearinghouses,
some &idiots arrive at the Facilky for inclusion in R1E. Immedistely prior
to preparing an isms of R1E, the Facility does a doggiest check by tide using
the computer to search the ERIC Master File and the issue in preparation. The
*final filter," verified manually by the edicts, detects any remng duplicats.
These docummts me then removed hem the issue. Duplicges are returned to
the submitting Cleminghouse. A mealy report is premed for Cegral ERIC
(see Figure IV-7) listing these duplicates and indicating the issue of RIB in
which they west first announced. It is generally considered that duplkates of
items annotmced three or more months prior should have been caught by the
Clearinghouse, whereas duplicates of items in process, or in an RIR issue that
has not yet been published, are more undeotandable. Duplicatice of one's own
prior input is, however, considered unacceptable.

e. ED Number Assignmen

ED Accession Numbess am assigned agoonatirally to documents by the
computr system as one of the last seeps in computer processing. This action
is delayed so that documents that are duplicates, loanable, rejected, etc., can
be removed befot final accession number assignment takes place. Theresulting
unbroken sequence of ED numbers is a system feature that is very useful to
readers of the RIE journal, users of the magnetic tapes, and subscribers to the

ERIC microfiche collectko.

When the computer assipment of the ED numbers has been
completed, the Facility's Doconent Control Clerk records the ED number in a
standard position (upper left hand corner) on the cover (or first sheet to be
filmed) of each document.

f. Single-Frame Resumes

Conputer-produced "Single-Frame Resumes" (printouts of the foal
computer tweed for each accession) are matched with the docnonents prior to
their transfer to EDRS. These later become "Page 1" of each document's
mica:ache. Additional copies of the lingle-Frame Resumes* are sent to each
Charinghouse at the same time, as advance notice of their RM announcements
for that issue. Figure IV4 depicts a typical Single Frame Resume.

ERIC Panzessing Manual IV-12

162
hoe 1992



HANDLING AND SKIPPING

.tr

RIE
DeceMber 1991

Remove Summary Report
(40)

1. Duplicates (5)

A. Duplicates of a Clearinghouse's Own Input (2)

Originally Detected
Duplicates Deteoted Duplicates of Announced in RIE By

EA 023 176 ED 303 914/EA 020 745 JUL89 FAC
SE 052 221 ED 306 143/SE 050 562 SEP89 FAC

B. Duplicates Appearing in RIE Three Months or More - September 1991 or Earlier (0)

C. Duplicates Appearing in October - December 1991 (3)

SE 052 202 ED 335 365/TK 016 959 DEC91 FAC
UD 028 091 ED 331 294/FL 019 132 SEP91 FAC
CD 020 096 ED 333 042/TM 016 582 DEC91 FAC

D. Total All Duplicates

2. Removes

Accession Removed

Appearing in 1991 = 189

Reason for Removal

CO 023 532 SCOPE (NOT EDUC-RELATED
CO 023 533 SCOPE (NOT EDUC-RELATED
FL 800 205 COMBINE
HE 024 102 MISCELLANEOUS (WRONG ACC# USED)
PS 019 933 COMBINE
PS 019 936 COMBINE-

Permanent Removes for This Issue LT. 6

C. Delays

Accession Removed Reason for Removal

FL 019 250 la/COMPLETE
FL 019 301 INCOMPLETE
FL 019 315 318 PROCESSING
FL 800 204 DOC FREP
HE 023 802 PROCESSING
HE 024 154 PROCESSINO
JC 910 382 ABSTRACT
PS 019 708 MOVED TO NOVEMBER 1991
RC 018 303 - 304 ABSTRACT
sO 021 332 PROCESSING
SO 030 483 484 RELATED
UD 228 221 233 TRANSFERRED TO JANUARY 1992

Resumes Temporarily Removed from Current Issue = 29

FIGURE IV-7: RIE IssueRemove List

Jane 1992 IV-13
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AlM111111=MMIN

DOCUXENT RESUME

ED 340 753 TX 018 069

AUTHOR Banta, Trudy W.
TITLE Toward a Plan for Using National Assessment To Ensure

Continuous Improvement of Higher Education. Draft.
SPONS AGENCY National Center for Education Statistics (ED),

Washington, DC.
PUB DATE 30 Sep 91
NOTE 50p.; Commissioned paper prepared for a workshop on

Assessing Higher Order Ttinking & Communication
Skills in College Graduates (Washington, DC, November
17-19, 1991), in support of National Education Goal
V, Objective 5. For other workshop papers, see TM 018
010-024.

PUB TYPE Reports - Evaluative/Feasibility (142) --
Speeches/Conference Papers (150)

EDRS PRICE MF01/PCO2 Plus Postage.
DESCRIPTORS Academic Achievement; *College Graduates;

*Communication Skills; *Critical Thinking;
*Educational Assessment; Educational Improvement;
Educational Objectives; Evaluation Utilization;
Higter Education; Measurement Techniques; Natiomal
Programs; Outcomes of Education; *Problem Solving;
Student Evaluation; Testing Programs; *Thinking
Skills

IDENTIFIERS America 2000; *National Education Goals 1990

ABSTRACT
An outline is provided for a national educational

assessment and Improvement plan as suggested by the National
Education Goals of 1990. The following Implicit assUmptions underlie
National Education Objective 5.5: (1) abilities to think critically,
communicate effectively, and solve problems can be defined and the
definitions can be agreed upon as desired instructional objectives;
(2) defined abilities can be taught in ways that engage students and
promote learning; (3) reliable and valid measures of these abilities
can be identified and created; (4) measures of student attainment can
be administered to college graduates in settings that encourage their
best efforts; and (5) results of such assessment will be used to
improve instruction. Under prevailing conditions in American higher
education, little support for these assumptions exists. Current
measurement theory is inadequate to provide direction for teaching
and learning, and the act of assessing student abilities will not, in
and of itself, Improve those abilities. If decision makers believe
ttat the national interest will be best served by a comprehensive
postsecondary assessment program, the principles of continuous
improvement applied in Industry should be used to link faculty
goal-setting, staff development, assessment of instructional
resources and student outcomes, and uses of assessment results for
educational improvement. A 55-item list of references is included.
Reviews by N. Frederiksen and by B. Wright and T. Marchese of this
position paper are provided. (SLD)

Reproductions supplied by EDRS are the best that can be made
from the original document.

******** ***** ************ ***** * ***** *** ****************** * *************

FIGURE IV-8: Single-Frame Resume (Computer-Fradteced)
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g. Reply Cards

All Reidy Cards attached to the documents me removed at this time
and the ED number IISSIVIOd tO the document is added to the canb. The
Facilky's Document Control Departmat then mails the cards to the contributors.

h. Delivery of Documents to EDRS

Each monthly shipment of *anneals from the Facility to the ERIC
Doctunent Reproduction Service (EMS) is packaged carefully by the Document
Control Demmer:M. Special care is tabu to mange the documents ha
numerical sequence in strong boxes, plainly marked on the outside with the
corresponcimg ED nimbus. This expedites the handling and filming of the
documents by EDRS. After notificalion from the Peaty, EDRS arranges to
have the boxes *Iced up by a macaw service and delivesed to them.
Central ERIC is then advised that the shipment has gone to EDRS fs
microfiche prochaction.

3. Handling Microfiche Shkaped to the Facility by EDRS

For each issue of RIE, the Facility receives My complete sets of microfiche.
One set is housed in the Facility Reference Lilaeary for mfaence and whin' pupates.
The serand set is divided by Cleminghouse, with each segmeM shipped to the appmpriate
Clearingheuse for use in distributing complimentary miaofiche to contantors.

C. C.;- mingling= Handling

1. Receiving

The majority of the documents received by the Clearinghouses arrive through
their own efforts. The Facility acquisitkes program provides supplementary input. In
some cases, documents are transfened from one Clearinghouse to another.

a. Logging, Checking, and Establish* Bask Control

The exact nature of the logs and fiks maintained by the Claninghouses
to control incoming documents is left to the individual Clearinghouse. As
indexed in Section ILE11 certain basic statistics must be reported parterly
to Central ERIC. It is advisable, therefore, that each Clearinghouse develop a
log, file, or other type of maid, that rube" at a minhnum, the Mowing types
of information abon incoming documents: date acquiretk tide; mbar', source
(e.g.. slate, local, federal, facility, academic, non-profit, commercial, foreign,
international, etc.); contributor (if different hum source); and dispositicm (e.g.,
RIE, local files, transfer, &Oilcae, discard, etc.)

It is also a fairly uniform practice among Clearinghouse acquisitions
operations to maintain an "On-Order- file, so that the results of specific requests
or Mos for documents can be determined and followed-up, if necessary.
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b. Inter-Claninghouse Winders

Any Clearinghouse may send a doonnent directly to mother
Clearinghouse. Included are those documents mceived front the Facility (with

the exception of PRIORITY do cuments. which must not be tensioned because

of the time factor). Clearinghouses should not discard good quality
education-related documents )ist because they am not within their own scope
of Walla Such documans shoal be routed to the most appmniak
Clearinghouse, or, if that is ambiguous or ancertain, to the Facility for
assignment. Any conespondence andfor smut* documentation, as well as
the Reproduction Mame Form and a Document Transfer Form, must
accontpany the transferred document.

If a Clearinghouse learns that a docienatt within its scope is being
processed by another Ckaringhouse, I is at liberty to contact the other
Clearinghouse and negotiate for die document in (potion.

Document Transfer Forms (see Figure 1V4) me available from tlw
Facility's Document Contml Department.

c. Infruination of Use to Document Processors

Clearinghouses must mule that information of use to document
processors (e.g., letters from authors, related pess releases, eic.) is not
discarded, but is retained with the document.

All special instructions and correspondence arriving with documents
from the Facility should also be kept with the documents throughout the

doctunent processing phase.

d. Department of Education Prepared Documents

CIERVED prepared documents need not be cleated formally by
OERVED Project (Mars before being processed. Such documents, whether
received from the ERIC Facility or other channels, can be assumed to have been
cleared. However, if a Clearinghouse receives an OERI/ED document hem a
source other thim the Facility or a Clearinghame's assigned acquiskions
arrangement (e.g., an OERI R&D Center), the Facility should be notified in
order to help prevent duplicate processing.

Any Depaitment of Education document that is sent by the Facility to
a Cleminghouse and then not selected for RIE must be named to the Facility
with an indication of the reason for rejection. This mason should be remitted
on the "Department of Education Document Handling Form° provided with the
document (see Figure W-4).

e. Duplicate Checking

It is the responskility of the Cleminghouses to check all ckcuments
received to determine whether they are duplicafts of those already in the system
or duplicates of items in-process at cme of the Clearinghouses (including their
own). Tim further a duplicate proceeds through the system, the more time,
money, and effort we wasted.

.1 6
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fisFuc DOCUMENT TRANSFER FORM

Date Received: Date Transferred:

TO: ERIC/

FROM: ERIC/

The enclosed document(s) appear to be more within your
scope than ours.

The document(s) were obtained by (check one):

_ solicited contribution_ unsolicited contribution_ staff contribution
ERIC Facility

Correspondence information is as follows:
(check one):

(EFF-70)

__ all relevant material is attached
__ no relevant correspondence; however the

name and address of the contributor or
contact person is (if known):

____ author notified of transfer

Clearinghouse Contact Person

;

FIGURE IV-9: Document Transfer Form
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HANDLING AND SHIPPING

When duplicate checking, the first Mc to be taken is to determine
whether the document is akeady in ME. In ader to determine this, searches
should be made of the cumulative Thk /Ma (and its quartedy supplanents),
or, altanadvely, vendoc version of the MC database in online or CD-ROM
form. Close station should be paid to the date of ',Ithaca= in mating this
check. For example, a document dated 1990 could not have been ramounced cm
identical form) in 1989 or earlier, thus linking the search that must be made.

The oast step is to ideetify whether the documa4 is in-process
anywhere in the ERIC system. In order to detamine this, searches should be
made of the Acquisitions &MaReport (Ala) and of the Clearinghouse's internal
files. The ADR is the system-wide tool for detatekting what is in-pocess at
the various decentralized processing centers of dm ERIC network.

If the doonnent is not found in either of the two checks described
above, an atry should be made inumdiMely for it in the ADR
(see Section IV.Cim for how to do this). This action essentially *stakes a
claim" for the document. (Other Clearinghouses finding an Wry for the
document in the ADR will realize that it is pre-empted and treat it as a
dupdicate.) The document may then be passed fonvard for cataloging, indexing,

and abstracting.

If the document is found to be a duplicate mid already in RIE, it can
be di.orded. If it is found to be a divagate of a document in-process, the ADR
"intended use" code should be checked. If the first Clearinghouse in possession
et the documat has it in a hold status, the second Clearings:oust canevaluate
their own document with this informadm in hand, contacting the first
Clearinghouse if desired. If, after negotiation between the two Clearinghouses,
the second Ckaringhouse turns out to be in a better poshion to 1111110111CC the
documem an entry reflecting this decision should be prepared for the ADR.

Sometimes two or more Clearinghouses receive the same document
simultaneously and their respective entries for the ADR appear there
simultaneously. Duplicate ADR entries are identified by an asterisk (*).
(NOTE: A minor chewer variation in entry of the title will void the astaisk.
The ADR must. therefore, be used carefully, with possble title variants
=suited.) When a Clearinghouse detects such entries, it should contact the
other Clearinghouse(s) involved and negotiate a settlement satisfactory to all
concerned. Similarly, any questions as to which Cleminghouse should most
appropriately meets a document should be resolved by telephone. Processing
information or Reproduction Releases that may already have been generated or
obtained by one of the Clearinghouses should be transferred.

f. Reproduction Release Fonts and Corresponding Labels

Unless a document (1) has been produced or sponsored by the Federal
Government, cc (2) specifically waives copyright and reproduction rights, the
Clearinghouse should seek permission to reproduce from the copyright (or
proprietary rights) holder. This procedure is desathed in detail in
Section ILEA. In some cases ERIC has ahady secured Blanket Reproduction
Releases. These arrangements me noted in die ERIC Acquisitions Arrangements
list and this list should be checked to ascertain whether such permission has
aheady been granted. If so, processing can proceed without any further
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reproduction Weise action. Reproduction permission should always be obtained

on a standard form (Figures 1V-10(A4)). Signed Mean forms must be kept

on file indefinitely at the Cliaringhoings obtaining them?

If pamission to reproduce for ERE purposes is obtained, the
Clearinghouse must affix the appropriate Level 1 or Level 2 Reproduction
Release Wel (Figures IV-11A-B), with the nameof the autharizift person or
orgaiknition fithul in, to the cover (or first sheet to be filmed) of the &cussed
(Figure IV-12). This procedim ensues that the labels will appear prominently

on the first flaw of the micefiche.

NOTIt The labels *mild reflect the permission actually given. If
subsequent decisions relative to reproducibility cause a
reduedon in processing Lad from 1 to 2, I to 3, or 2 to 3,

this should not affect the lab& EDRS &iambics filming
level front the computer record, not from the label.

g. ORRI Policy Discthimer Label

It is important that recipients of ERIC microfiche and reproduced papa

eqies of documents undastand that the documents mecollided from a variety

of sour= and that they are not necessarily reflections of GERI official

position. It is COMMIS for organizations such as ERIC, reducing abstract

journals and operating information systems, to"disclaim" responsibility for the

documents they contng and disseminate.

To this end, a standard OERI Policy Disclaimer Label (Figure IV-13)
must be properly marked and ((Aced to every document processed a Level I or
Level 2. (In the case ci Level 3, there is no docouncat in hand and now is later

dissaninated by ERIC, so no sticker is required.)

DEPARTNIRff IDUCATIOtt
Office or Edocotorod Reiottrort froorovrtomot

EV000MONAI. RESOURCES IbtfORMATION
CENTER (ERIC,

o ThiS docomtot odd Dodo roorOdwOOCI
meowed *MI ftl* persOn or orconexottort
orrprotote d

C moor ~gm Novo boon moot to doome
restrodoottoo twooty

Podds or ww or ittootorm mated Atha claw
mere do riot iatetordy rodwoodot oeltattr
OERI ottsdroo or policy

FIGURE IV-13: OERI Policy Disclaimer Label

Beginning with the input for the kunsary 1993 issur of RIE, original individual signed Reproduction Release Rums should

be attached sad will be Maud as the last pogo ri the document to which they portals. Reproduction RAMC Banns prior

to this date oust still be retained indefinitely by the r" -aringhonse.
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IL& DEPARTMENT OF EDUCATION
Office al Ethitteaanal Rentmg* and kopowsornt PERO

Egiusetkrattl Resouswes Infonnitian Centir

REPRODUCTION RELEASE
(Specific Document)

DOCUMENT IDENTIFICATION:

ERIC1

Authods):

Corporate Source: Publication Date:

IL REPRODUCTION RELEASE:

In order to disseminate as wird* as possible timely and significant matenais ot interest to the educational cornmundy. documents
announceo in tne monthly abstract jcbmal of tne ERIC system. Resources in Eaucation (RIE). are usuatly made available to users
in microfiche, reproduced paper ccoy, and electromcioptical meOta, and sold through the ERIC Document Reproduction Service
(EDRS) or other ERIC vendors. Credit is given to the source of each document, and. If reProduction its/ease is granted. one of
the following notices is affixed to the document.

It permission is granted to reproduce the identified document. please CHECK ONE of the following options and sign the release
below.

1111 Sample sticker to be affixed to document Sample sticker to be affixed to document .

Check here
Permitting
microfiche
(4"x 6- film),
PaPer coPY.
electronic,
and optical Media
reproduction

-PERMISSION TO REPRODUCE THIS
MATERIAL HAS BEEN GRANTED BY

$06116
TO THE EDUCATIONAL RESOURCES

INFORMATION CENTER (ERIC)."

Level I

Sign Here, Please

"PERMISSION TO REPRODUCE THIS
MATERIAL IN OTHER THAN PAPER

COPY HAS BEEN GRANTED BY

soe
TO THE EDUCATIONAL RESOURCES

INFORMATION CENTER (ERIC)."

Leml 2

or here

Permitting
reproduction
in other than

paRer coPY.

Documents will be processed as indicated provided reproduction quatty permits. if permission to reproduce is granted, but
neither box is checked. documents wilt be processed at Level 1.

-I hereby grant to the Educational Resources Information Center (ERIC) nonexclusive permission to reproduce this document as
indicated above. Reproduction from the ERIC microfiche Gr electroniciioptical media by persons other than ERIC employees and its
system contractors requires permiss1on from the copYright holder. ExcePtion is made for nonixofif refroducterl loY libraries end other
service agencies to satisfy information needs of educators in response to discrete inquiries.-

Signature: Position:

Printed Name:

,

Organization-

Address: Telephone Number.
( )

Date:
,

OVER

FIGURE 10: Reproduction Release Form
A. Specific Document (Page 1 of 2)
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IlL DOCUMENT AVAILABILITY INFORMATION (FROM NON-ERIC SOURCE):

If permisiston to reproduce Is not premed to ERIC . or. if you wieri ERIC to cite the awfflabitity of this ckssrment from ancdrier
source. Osseo provide the following information regarding the wait:Wily of the document. (ERIC will not announce a document
wises it is outlay suedeole. and a dependable source Den De specified. Contnbutont Moog also be aware that ERC selection
critena ars sficantly more stringent for documents which cannot be made available through EMS).

PublisherlDistributor:

Address:

Price Per Copy: Quantity Price:

IV. REFERRAL OF ERIC TO COPYRIGHT/REPRODUCTION RIGHTS HOLDER:

if the right to grant reproduction release is hetd by someone other than the addressee . please provide the appropriate
name and address:

Name and address of current copyrightirecroducnon rights holder

Name:

Address:

WHERE TO SEND THIS FORM:

Send this form to the following ERIC Ciearinghouse:

(Rey. 9/91)

=SIM=

if you are making an un801iCited contribution to ERIC. you may return this form (and the document being contributed) to:

ERIC Facility
1101 Piacani Draw Sun* KC

Rocigatikk imparyismi 201110481111
laucheam Oaf) 2804501$

FIGURE 10: Reproduction Release Form
A. Specific Document (Fur 2 of 2)
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US. DEPARTMENT OF EDUCATION
Office el Educational flown* tend hnutosionont eckeRo I

Eduaatianal Roseareasi Infonnation Onto, (ERIC)

REPRODUCTION RELEASE
(Blanket)

I. DOCUMENT IDENTIFICATION (Class of Documents):

All Publications:

Series (identilY SenesY

Division/Department Publications (awl

IL REPRODUCTION RELEASE:

In order to disseminate as widely as possible timely and significant materials of interest to the educational community, documents
announced in the monthly abstract journal of the ERIC system, Ftesources in Education (RIE). are usually made milable to users
in microfiche, reproduced paper copy. and elec1ronicloptical media, and sold through the ERIC Document Reproduction Service
(EDRS) or other ERIC vendors. Credit is Oren to the source of each document. and, if reproduction release is granted, one of
the following notices is affixed to the document.

If permission is granted to reproduce the identified document. please CHECK ONE of the following options and sign the release
below.

11111 Sample sticker to be affixed to document Sample sticker to be affixed to document 0 E
Check here
Permitting
microfiche
(4"x 6" film),
paper copy,
electronic,
and optical media
reproduction

"PERMISSION it) REPRODUCE THIS
MATERIAL HAS BEEN GRANTED BY

soto
TO THE EDUCATIONAL RESOURCES

INFORMATION CENTER (ERIO."

Lirvel 1

"PERMISSION TO REPRODUCE THIS
MATERIAL IN OTHER THAN PAPER

COPY HAS BEEN GRANTED BY

$61#
TO THE EDUCATIONAL RESOURCES

INFORMATION CENTER (ERIC)!'

Level 2

or here

Permitting
reproduction
in other than
Paper coPY.

Sign Here, Please
Documents will be processed as indicated provided reproduction quality permits. If permission to reproduce is granted, out

neither box is checked, documents will be processed at Level 1.

"1 hereoy grant to the Educational Resources Information Center (ERIC) nonexclusive permission to reproduce these documents as
indicated above, Reproduction from the ERIC microfiche or electronic/optical media by persons other than ERIC employees and Its
system contractors requires permission from the copyright holder. Exception is made for non-profit reproduction by libraries and other
service agencies to satisfy information needs of educators in response to discrete inquiries!'

Signature:

L

' Filsition:

Printed Name: Organization:

Address: Teiephone Number:
( )

Date:

FIGURE 10: Reproduction Release Farm
B. Blanket Release (Page 1 of 2)
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III. DOCUMENT AVAILABIUTY INFORMATION (FROM NON-ER1C SOURCE):

If permon to reproduce * not granted to ERIC , or. if rau wish ERIC to cite the availability of these documents from enamor
source. please provide the following Information regarding the amiability of the document. (ERIC will not announce a document
unless it is public* availabla and a dependable source can be Specified. CO3Itributors should aiso be aware that ERIC selection
ontena are significant* more stringent for documents which cannotbe macle imitable nwough EDRS).

PublisneriDistnOutor

Address:

Pnce Ftf Copy: jOisarimy Pnce:

IV. REFERRAL OF ERIC TO COPYRIGHT/REPRODUCTION RIGHTS HOLDER:

It the nght to grant reoro0uCtioh releaSe tS Nil by someone other than the addressee pleese psovide the aoproonate
name and settees:

Name and address of current copyright/reproduction rights holder:

Name:

AddreSS:

V. WHERE TO SEND THIS FORM:

Send this form to the foltOwng ERIC Cleannghouse:

(Rev. 11/91)

If you are maiong an unsolicited contribution to ESIC, you may return this tonn (and the clOCumertW being contributed) to:

ERIC Fealty
1301 Placard DM% Suff. 300

fklattes. 200110-4300
'Reisphafir (3C9 2504500

FIGURE 10: Reproduction Rdease Form
B. Blanket Release (Page 2 of 2)
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"PERMISSION TO REPRODUCE THIS
MATERIAL. HAS BEEN GRANTED BY

TO THE EDUCATIONAL. RESOURCES
INFORMATION CENTER (ERIC).-

FIGURE 11: Reproduction Release Labels
A. Level 1 (Paper Copy, Microfiche, and Othermaw

TO THE EDUCATIONAL RESOURCES

INFORMATION CENTER (ERIC).-

FIGURE 11: Reproduction Release Labels
B. Level 2 (Other than Paper Copy)
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11111111111

1111liii
))

OM PERCEPTION:

vic
edtca

Understanding Learning Dis fifties

-PERMISmON TO REPRODUCE THIS
MATERIAL HAS BEEN GRANTED BY

A. Schafer

TO THE EDUCATIONAL. RESOURCES
INFORMATION CENTER

CalniNilattirT Of EIXACATION
Othes eauciftwo at moo Nowe..~
touleariorownitrOgualCo
0 The tkieseMOW ilia &Ma 0110WINZPO i

niC*(40 kee 1110 peplos es aspriailigon
On(prilPfp ft

'SOO& ~On Rm. NW =SO alippal
FIPOSveb. await*

0.400 otamacalsammoothoosap
nom Oa Noe messuarof soltonow tied.
ot lapathao 4a, 0004,

2

S R/06,

t-o

VOLt

FIGUREI2: Sample Document Corer/11de Page
(showing all Labels to be affixed and =ask= mamba's to be added)
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All Weis (disclaimer andlor reproducticm) must be affixed to the cover

(ce first sheet to be filmed) of the document (se Figure IV-12). This =sums
that the labels will agipear prominatly on the first frame of the mkrofiche. The
labels may be affixed hi any blank space ca the document except the upper left

comer (reserved far E) mbar) or the lower kft =ter (reserved for the CH
number). The labels should never cover text and should not be placed
perpendicular to the text. If no space is mild* for the stickers, a new first

page should be prepared that includes the tide ci the document, the CH number,
and the labels.

Gummed labels are available upon request from the ERIC Facility

Document Control Department.

h. Reply Cards (Acknowledgments to Contributors)

The Facility uses Reply Cards (see Figure IV-5) in advise document

creinbutors who wish to be infamed of the &position (and ED number) of
their documents. When the Clearingbauses receive documents from the Facility

with Reply Cards attached to them, they should only detach and mail the
self-addles:led cud if ate document is rejeceid (citing the reason for rejection

is opthstal). If the document is selected for RIE. the card should simply be left

on the document. The Facility will mail the card to the contributor, after the
ED munber has been assigned and recorded on the mud.

Clearinghouses may make use of similar cards, if they wish, by affixing

them to the inside covers ci the documents. The cods should be fully
addressed (for universities and colleges this timid include the academic
department), postage supplied, and the title supplied on the hack with room for

the insertion of the ED Number. Stalk the card to the Ma* lower right corner
cd" the document cover (Le., the card will be just behind the first page to be
filmed). Cards stapled on the Made are too cosily kirn off during shipment or

later handling. The Facility will handle such Clearinghouse-affixed cards in the

same way that it handles its own.

NOM Clearinghouses skald refer to the ERIC Acquisitions
Arrangements list (EAA) list for information as to whom

Relay Cards should be addressed for specific calanimdons.
Care should be taken not to send automatically such routine
"'thank you" notes to inappropriate sources, e.g., a state
Governor's office, Secretary of the Department of Education,
etc.

PRIORITY Document Handling (By Clearinghouses)

(I) Routioe Documents

Most documents received at the Clearinghouses from the ERIC Facility

are not accompimied by any special forms and are ROUTINE, meaning
that they can be heated hie any other documents that arrive as
candidates for RIE.

1 "i
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HANDLING AND SHIPPING

Each Clearkaghouse in the ERIC system is idondfied by a two-letter
alpha prefix, e.g., CE, R., UD, etc. (see Flmare 1-4 or Figure IV-14 for a
complete list). This prefix, Swam with a six-digil number, awns a
preliminary Ckaringhousa Accession Number. Up to the time they art
announced in RM, all documeds (and associated paperwak) are identified mad
referred to by this number. Since ME 11111101100:111011111 we graved by
Clearinghme, this number becomes, in effect, the "sort lorr for each RM
issue.

Each Clearioihouse must maintain a log to keep track of the numbers
it has assigned and to avoid assigning the same monber twice. Clearinghouses
do not have to use every number in swam Numbers may be sldpped or used
out of sequence if necessary. Smyth., numbers mast not be "waster because
thee are only a finite number per Clearinghouge (999399) in the present
scheme. When assigned to a document, the Oeminghouse Accession Number
daould be stamped or written neatly and clearly in the lower left hand corner of
the document cover (or first sheet to be filmed). Use bkack or dark blue ink do
not use pencil.

Documents consisting of several separate parts or voluntes which can
be processed at the same time should be arranged is paper sequence and then
assigned consecialve Ckaringhouse numbers (e.g. VoL 1 (IR 101209); Vol. 2
(IR 101210), Vol. 3 (JR 101211), tic.) in order to keep them together
tluoughout processing and subsanont mmouncement.

Each issue of RIE contains eClearinghouse Number to ED Number
Cross-Reference List" fm that ism. In addition, the Facility node all ERr
components a monthly cumulated update of this listin for the current year.
Annual annotations art also preparaL

ERIC Clearinghouse Accession Numbers can be used for ordering
documents from EARS because they easily convert to ED nunthers.

k. Scope Overlap Lnbel (Figure IV-2)

When the Facility obtains a document whose subject matter overlaps
the scope of two or more Cleminghouses, it must decide which Clearinghouse
best seems to match the major thrust and enchasis of the document The
document is assigned for processing to this 'piffle Clearinghours. HDWCver,
affixed to the cover is a label that informs the prune Ckaringhoust of die other
Clearinghouses that may feel they have a claim on the doannent. Rqxoduced
copies of the title page bearing the label are sent by the Faciliq to these
"altemadve Clearinghouses. In this way, the alternative Clearinghouses are
infmmed of a document that deals with their subject area and that they may
even be in the midst of rap:sting cu. processing. If they questiuz the
assigranent decision, they can call the "prime* Clearinghouse and negotiate the
matter. The Clearinghouse actually receiving the document is hlewise alerted
that it should take into account the retrieval viewpoints of the other
Clearinghouses during the indexing process. The ERIC Ckaringhouse Scope of
Interest Guide (Appendix A) is the pincipal tool used in determining these
viewpoints.

ERIC Processing Mannal IV-28 hme 1992



liANDLING AND SHIPPING

2. Mind Igneous

a. Complimeutary Mkrolkbe (to Contribute,*

Each month the Facility sends to each Clearinghouse the segment of
that moat's ERIC microfiche collectkm that was input by that Claringhouse.
These microfiche mist be sent to authors or contributors as a compliments".
*thank pm* far submittbg their doctunents to ERIC Clearifthostes should
refer to the ERIC Acquisitions Antigen:eats Litt aiAA.) list to determine to
whom or to what organizational unit the microff:he shoukl be sent. The text ri
the leer or note accompanying the microfiche to the mutat= is at the
discredon of the Clsarinhouses but can often serve to promote further
acquisitions. This practice is mandatory.

b. Acquisitkrus Data Report (ADR)

Because of the decentralized nature rt the ERIC system, it is necessary
to &wise some way for each of the Clearinghouses to be able to check on
y ',web doctunents are being processed at any given time by the ether
Cleminghouses. The differing subject specializations dead) Clearinghouse are
not sufficient to avoid potential duplicate effort. Documett topics may overlap
Cleeringhouses, and it is not unusual far two or mme Clearinghouses to feel
equally justified in pocessing a given document.

The Acquisitions Data Report (ADR) is a composite file of titles far
all documents currently in process at the Clearinghouses. It puvides a means
for identifying duplicates amongst cunent materials. It is accessible in two
fonns: (I) an online file located on a microcomputer at the ERIC Facility (this
file canals a year's wasth of data); (2) a printed verskur poduced every month
(this product contains a six-month running cumulation of the in-process titles.)

The procedures for inputting data to the ADR and for wing it to detect
duplicates are covered in EFM Section III: *Acquisitions*

c. Retention of Second Copies of Documents

If second copies of documerts exist, they should geneaully be retained
by the Clearinghouse until the first copy has been filmed, because sometimes
the seeced copy may be used fir page replacement, etc.

Documents which are at Level 3 (and not shipped for filming) should
also genaully be retained at the Clearinghouse at least until the issue in which
they are to appear has been produced, in case questions arise about the
document during editing at the Facility.

1



HANDLING AND SHIPPING

D. SHIPPING

The following psocedures cover die logging, packing, mapping, labeling, and shipping

of materials from the ERIC Clear' to the ERIC Facility and from die Facilky to the
Clearinghouses and other components of die system.

1. Clearinghouse Shhiments to the Facility

a. Documents and Log Sheets

The plinripal materials sent fres die Clearinghouses to theFacility are

the documents intended for RIE announcement and Log Sheets for each

shipment

Clearinghouses should group in one package the documents and

Log Sheets. Because Level 3 documents me not filmed by EDR.S and are not

sent to the Facility, the reproduced cwies of die rine Page, Contents Page (if

one exists), and any other relevant firs4 matter containing information used in
the resume for such accessices, must be sent to troviik the Facility editors with
documentrdion to check against. Level 3 badcup material should be included in

proper sequence in the regular shipments of Level I and Level 2 material.

b. Vocabulary Development Forms (VDFs)

Vocabulary Development Forms (VDFs) for any new Descriptor cc proposed
modification to the Thesaurus should be sent to the Facility matted "Attention:
Lexicographer."

C. ERIC Clearhighouse Publications, Digests, Newsletters, Etc.

In addition to R1E-related material, the Clearinghouses must send the
Facility (Attn: Reference Ltrarian) one copy ci every ERIC Clearinghouse
Publication, Digest, newsletter, or other publication, for inclusion in the archival
collection of ERIC Clearinghouse products maintained by the Facility. (This

copy should not be confused with copies required for RIE andfor EDO entries.)

d. Clearinghouse Input to the ERIC Administrative Bulletin (EAB)

Each month, Clearinghouses are asked to send any news item or
announcements for the ERIC Administrative Bulletin to their contract Monitors.
This information is reviewed by Central ERIC and forwarded to the ERIC
Facility fcr inclusice in the EAB.

2. Facility Shipments to Clearinghouses

The Facility distributes a wide variety of materials to the Clearinghouses:

a. Documents acquired through the Facility 's Acquisitions Program and assigned
to the Clearinghouses as candidates for the database.

b. Aeprodueed title Fig= of document l. overlapping the scope of two oz. more
Clearinghouses and bearing a Scope Overlap label.

ERIC Processing Manual 1V-30 180
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HANDLING AND SHIPPING

c. Dup Ikabts, rejects, and other types of doctmients removed from a
Clearinghouse's RIE shipment for one reason or another.

d. Vocabulary Status Reports, showing lexicographic action on VW's.

e. Labels necessary for the promising et dixtunents, including:

Reproductice Release Labels (Level 1 and Level 2) (EFF-62 and 63)
OERI Policy Disclaimer Labels (EFF-61)

Forms

Vocreulary Development Form (EFF-73)
Clearinghouse &auks Log Sheets (EFF-38)
Acquisitions Data Report-Input Form (EFF-15)
Reproduction Release Forms (Individual, Blanket) (EFF-53 and 57)
Document Transfer Fomt (EFF-70)

g. Support Publications

Title Index
Acqmisitions Data Report (ADR)
Thcamrus (Working Ccpy)
Source Directory
Clearinghouse Number to ED Plumber Cross-Reference List
ERIC Acvdsitions Arrangements List
Identffler Authority List (IAL)

h. Brochures

Submitting Documents to ERIC
RIE and CBE Subscription Blanks

1. Single-Frame Resumes to Clearinghouses

J. 14fiscellaneous Distributions

RIE (Complimentary)
CUE (Complimentary)
WC Clearinghouse Publications (annual bkdiography)
ERIC Processing Manual (EPM) (Revisions)
ERIC Administrative Bulletin (EAB)
Complimentary ERIC miaofiche (for authors/contributors)

Supplies of fmms, labels, and brochures should be requested in specific
quantities from the Facility's Document Control Department.

The frequency and number of copies of support publications is
determined by Central ERIC. Fey information on the number of copies
distributed to Clearinghouses and/or frequency of distribution, contact the
Document Control Department.
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3. Clearinghouse Accession Log Meet Instructions

Every shipment of documentsiresurnes for RIE from the Clearinghouses to the
Facilky must be accompanied by a =Opted "Clearinghouse Accession Log Shed"
(Figure IV4). Entries must be made in accesskm number sequence and the documents
mint be packed in the same sequence as logged. Claninghouses must complete all parts

of the firm:

Ckaringhouse Name;
Date Documents Shipped;

Date Bilkopaphic Data Transmitted:
Online Dataset Name;

APPloval Signal=
Total Dans in this entire shipmat and for each acetnion

Clearinghouse Accession Number;
Brief Identification (Usually author surname, sometimes title);
Level (i.e.. l, 2, or 3)
Any Special Comments (Justification for brief document, IAP, etc.)

If only one Log Sheet is required for the shipment. indicate Page 1 of 1. If more
than one is requited, indicate the sheet nmnber and the total sheets, e.g., Page 1 of 3,
Page 2 of 3, Page 3 of 3. If more than one box is required for the shipment, the
Log Sheets should be included in the first box and the boxes marked (e.g., I of 3, 2 of 3,
etc.).

Upon receipt at the Facility, the shipment and Log Sh.,^et art checked against one
another. If both are correct, the documents go forward for pagination. Copies of the Log
Sheets are retained at the Facility fee about three months fry use in resolving
discrepancies.

The Log Shed may be computer-generated by the Clearinghouse pmvided that
the form may emulates the printed Log Sheet and has type dark enough to be reproduced

clearly on an office photocopier.

4. Shipping Instructions

a. Packing

Containers or boxes used for shipping should conform to USPS
regulations. The following limitations on the dimensions and weight of
packages are advisable:

Dimensions: Not over 100 inches (length plus girth)
Weight: Seventy (70) pounds maximum

Containers should be strong enough to withstand nonnal handling.
They should be water resistant to the extent that rain, spillage, and other such
frequfkid occurrences will not damage the contents or undo the package. Tightly
packed documents are their own best protection, so each container should be
tightly packed, without using individual wrappings or envelopes on the
documents. Empty space which cannot be avoided can be most economically

JC Processing Manual IV-32
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HAMILING AND SHIPPING

filled with tigInly packed crume4ied newspapee. The box used should not be
ovaly large, but appsomiately sized for the shipment. It is beet if docinnests
are packed to prevent shifting while in transit.

As much as pssible, retain the device used by the author to secure the
docamentspiraL flat binder, etc. Always use staples in lieu of paper clips.
Large three-ring vinyl Idnskes may be removed and the document nthbesbanded
provided that any data on the binder's cover is photocopied and Winded with
the document.

b. Wrapping

Wrapping should be accomplished in accosdance with U.S. Postal
Service requkements. Paper packing tape should be used to seal the package
adequately and avoid openings and interstices where other pieces of mail might
lodge. Cellulose tape, wax, or other sealers should be avoided wherever
postmark hnpressions am made (e.g., stamp area, flap intonations in the case
of registered marl, etc.). If string or twine are used, they should be stroeg
enough to do the job.

c. Labeling and Addressing

All packages must bear the complete names and addresses, including
Zip Codes, of both sender and addressees. For the latest addresses of all
network components, see the ERIC Network Directory. Labels should be
securely affixed. Fre-printed labels may be used for consistency and
comMence.

In the case of IL.S material being shipped from a Clearinghouse to the
Facility, the designation "ERIC MATERIAL." should appear on the label and on
the left-hand corner of the labeled side of the package. If the shipmat is
composed of more than one box, each box should be marked to designate the
proper sequence (e.g., I o( 3. 2 of 3. 3 of 3). Because boxes can on occaske
come apart in the maii, the sender's address should be included somewhere
within the box, as well as on the outside.

d. Shipping Method

RIE materials sh4ped from the Clearinghouses to the Facility via the
U.S. Postal Service should be sent CERTIFIED mail unless otherwise directed,
to facilitate any necessary tracing later. Commercial delivery services (such as
United Parcel Service) may be used as bag as the route involved is regularly
served by the company. If a commercial serviee is used, the mode of
transportation and handling most equivalent to CERTIFIE.D mail should be used.

e. Shipping Schedules

Schedules for shipping documents acquired far LIE are established by
the Facility and approved by Central ERIC. The RIE Master Schedule is
distributed annually by the ERIC Facility. The cunent Clearinghouse practice
is to ship to the Facility cvety Friday, the documents corresponding to whatever
resumes have been completed and transmitted online diving the week. The
Clearinghouses should make every effort to ship weekly in order to shorten the
elapsed time between acquisition and announcement and to keep the workflow
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even throughout the system. Thae me occasionally extemmling circumstances
which will psevent weddy shipneut however, andw normal cionnstances,
weekly shipment is strongly encouraged. If the Facility thils to seceive a
ehipment Mita a Clearkighnuse for two weeks hi succession, however, it
coMacts the Oearinghouse to determine the cause of the abstentions.

f. Miscellaneous

(1) EDRS Disposition of Original Doannente

EDRS commits the ppm copy documem originals into
microfiche. From November 1966 through the Apil 1972 issue of RIE
the microfiche weee permed according In the then 60-fiame stmidard.
After that date, ERIC mkxofiche wen pupated accoiding to the
COSAT1 98-frame standatd. On-demand pper copy teproductkin is
done frinn the microfiche. The original paper copy documents (with
their bindings removed) me setained for four-mouths in case a defect
in filming is discovered requiring that the document be refilmed. After
the four-month period, all Department of Education pivoted or
sponsmed doctunents are removed nom the set and sent to the U.S.
Government Printing Office for inclusion in GPO's Monthly Catalog
of US. Government Publications. The remelting documents are
discmded.

NOTE Because of lammed vendor interest in prodirts involving the
full-text of ERIC documents, the original ERIC documents,
beginning with the January 1990 issue of RIE, have
temporarily been retained in storage ta EDRS, in the event
that they should be needed for scanning.

E. CUE Input

1. Handling

The success of CUE depends largely cc quick announcemeM. To achieve this
objective, the processing of the articles in a puticalar journal and the transmissice of the
completed resumes to the Facility should take place as rapidly as possible. Three weeks
is considered the marinuan acceptable elapsed time under ncemal circumstances.

Cimisistent with this schedule is rapid follow-up on late-arriving issues.
However, since publication schedules are often antic, e.g., many educational journals
cease publication during the summer months, such follow-up should be dcaie with
advance knowledge of the particular journal's publishing pattern.

Each Clearinghouse is responsible for keeping the necessary serial records in
order xo ensure that all issues of a given journal for which they have responsibility are
received and processed. If the recotds are adequate they will also prevent double
processing. Responsibility for the duplicate checking of 'one-shot" articles rests with the
CUE Publisher.

Artkles selected for announcement in CUE are accessioned using a unique
identifying number, with alphabetic prefixes aheady established for each Clearinghouse
(see Figure IV-14).
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Each Clearinghouse is responsille for keeping appopriate log monis ea prevent
the me of any given Clearinghouse Accession Masher more than am

2. Shipping

CUE resumes are transmitted electronkally to the ERIC Facility (aml from there
to the CUE Publisher after some computerized checklig).

Clearinghouse Accession Log Sheets (EIT-38) should be dipped from the
Cleninghouse to the Facility co a "journal-by-journal" basis. Each journal issue
pmcessed should begia a new Log Sheet This fonn is identical to that used for RIE
input (see Figure IV-1M). Cat should be taken to fill bi the 'Journal Melon (CUE
Only)" bkick, identifying the material as pertaining to CUE. The sum of all the
Log Sheets sent in a physical shipment should correspond to a matching electronic
transmission of bibliographic data.

All sh*ments of CUE Log Sheets are to be labeled "ERIC Materials" and are
to be transmkted via Certified Mail, or equivalent commercial carrier service. The CUE
shipment may be included with the weekly RIE shipment, as long m it is segregated and
minty marked.

NOTE: Many Clearinghouses have internal automated docurnat handling systems that
can prepare a Clearinghouse Log Sheet as a computer-printed by-product of the
system. This is acceptable as kmg as the computer-printee form contains the
same information as the primed Log Sheet.

The actual journal articles that have been cataloged, indexed, and annotakd far
a given transmission/shipment are not sent by the Clearinghouses, insofar as they are
copyrighted mid usually part of an entire journal issue that serves other functions at the
Clearinghouse host institution.

3. Facility Handling and Shipping

The Facility's Document Control Clerk records the date of receipt and the
number of items received in each shipment The Facility matches Log Sheets with
electronic transmissions and then sends the resultant magnetic tape, together with the
matching Log Sheets, to the CUE Publisher.

4. KI Accession Number

The final El aceession number is assigned to articles by the CUE Publisher just
prior to publication. It consists of the two-lettex alpha prefix EL followed by six
numerics, e.g., EJ 123 456.
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ALPHA
PREFIX

AA

NWAER1C
SERIES CLEARINGHOUSE/PROCESSOR NOTE

500 MO Contra lied Processing 1960-1971 FRC Wily
10721002 CUE NMI's.

AC 500 000 Adult Eduoadon

AL

CE

600 000

500 000

Linguistics

Ad^ Ceram, mid Vocational Educatica
placArdkrg *tit a f Aciunet ERIC
Ckarkfikarste kr Coastawar EdUcation.
OPOO *UM Mg

Wigged into CE In 1972

Mined kilo FL in 1971

Cunint

-a

CO

CS

EA

500 000

TOO MO

Courted% and Personmi Services

Reading and Communicadon Skids

Currant

Current

600 000 Edueational Manegament Currant
4r

EC 500 000

EF

EM

SOO 000

500 000

Hant0apped and Gated Clildren Current

Educadontd Facades

Educational Media and Technology

Merged into EA In 1070

Merged inm IR in WU

IR 500 000

JC 500 000

LI 500 000

Information Resources

Junks Collages

Current

Current

Library and Inhumation Sdences Merged Into IR In 1974

PS 50'3 COO Bementary and Early Childhood
Education

Current

RC

RE

SE

500 000

500 000

Rural Educadon and SIM* SOO*

Rearing

Current

Merged into CS in 1972

500 000 Science. Nadu/modes, and
Environmental Education

Current

SO 500 C00 Social Science/Social Studes Education
arkluoIng Alma o( **ma ERIC
Cloarkghouse tor Art EductitiNI and
*Pia ERIC Momingltouse onUnNed
States-Japan &alas, since March
1990)

Current

SP

TE

500 000

200 000
700 000

Mather Education

Teaching of English

TM

LID

VT

500 000

500 000

500 000

Tests, Measurement, and Evaluation

Urban Etkozation

Vocational and Tedtnical Education

Current

Merged into CS in 1972

Current

Current

Mined into CE in 1973

"AA - formerly encompassed al journals that could not be assigned to particular Clearinghousai.

FIGURE IV-14: Clearinghouse Accession Number Series Used for CUE Retards

E. Pruxising Manual IV. 36 18u June 1992



HANDLING AND SHIPPING

2

3

4

6

7

9

11

12

13

14

15

16

17

1E1

19

20

- -ERIC
CLEARINGHOUSE

DATE(S): DOCUMENTS

Clearinghouse Accession Log Sheet Page 1 of 1

(CIRCLE ONE): CE CG CS EA EC FL HE IR 0 PS RC SE SO SP TM UD
SHIPPED 5/5/92 BIBLIOGRAPHIC DATA TRANSMITTED 5/71a2

RECEIVED AT FACILITY ONLINE DATASET NAME "5792
SHIPMENT APPROVED BY: Antra Coty

1 OCCUMENT IDENTIFICArON i LEVEL 1AccEss;ON NUMBER ..)00G/

(1.)or ! COMMENTSuthoe-LtirTwoNarzorcesr

PREFIX i NUMBER . CHECK ; Tai
i

JC 505983 I, Gilliland
,

JC 505984 ; CYBanion

JC 505985 ! Deegan ,

JC 505986 i Hernandez

JC 505987 i Shapiro
!

TOTAL ITEMS IN SHIPMENT 5

SHIPMENT INTENDED FOR: JOURNAL (CIRCLE ONE): ME

ISSUE MONTH (CIRCLE ONE): ..1 F AMJJASOND
WEEK OF INPUT (CIRCLE ONE): 1 2 3 4 5

SOURCE JOURNAL CITATION INFORMATION (CIJE INPUT ONLY): Corninunity, Technical, and Junior Caege
Journal; v62, nb, Apr-Jun 1992

EFF-38 (6/90)

FIGURE IV-15: Clearinghouse Accession Log Sheet
A. CUE Input

cs 1
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F. ERIC Digests Online (EDO) Full-Text Input

ERIC Digests must tie rottinely input to the ERIC database and annotmeed in RIE under
an EDO. In addition to this regular shipment of printed Digests and mamas describing them kr
the dataewe, it is required ilat the full-text of all curtest Digests be plovided to the FiLility by
Clearinghouses for the ERIC Digests Online (EDO) file. The trammission of the full text of ERIC
Digests should take place at the same time as input of the Digest resume for RM.

When the Clearinghouse transmits the Digest full-text records, the corresponding printed
Digest copits should be shipped the same week. The printed version is used by the Facility
editors to proof the full-text to ensure thtt no data has been lost in transmission. Do not ship
mesely a computer printout ci the raw data after conversion.

The printed version of the Digest should be prepared and shipped fa the EDO fde in the
following mann=

Reeord the CH Accession Number in the lower left comer of the Digest (in pencil), just as on
regulty document input.

Attach a paper copy of the corresponding RIE bibliographic citation for the Diges4 this is
simply a copy of the resume as tommitted for announcernent in RM. (This helps to ensure
accuracy and avoid errots.)

Prepare a gima standard ERIC Clearinghouse Log Sheet as a *shipping list" for this Digest
or group a Digests. (See Figure-15B for an example.)

Enter the date of transmission of the full-text record on the Log Sheet line "Bibliographic Data
Transmitted"

In the *Comments* section of the Log Sheet, enter Tull-Text Digests"; if a diskette
accompanies the shipment, add a helpful notation in the same section, e.g., "Diskette
Enclosed.*

Ship the Log Sheet, Published Digest(s), and paper copy of the resume(s) to the Facility in the
same week as the corresponding RIE document is shipped and/or the Digest full-text is
transmitted.
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3

4

5

6

8

9

10

11

12

13

14

15

15

15

19

20

Clearinghouse

(CIRCLE

AT

SHIPPED

FACILITY

BY.

Accession Log

ONE): CE CG CS EA EC
2-14-92 BIBLIOGRAPHIC

Sheet

FL

ONLINE

Page
1 of 1ERIC .

IR JC PS RC SE SO SP TM
DATA TRANSMITTED 2-12-92

UD

_

CLEARINGHOUSE

DATE(S): DOCUMENTS

RECEIVED

SHIPMENT APPROVED

DATASET NAME

Carla Kreppein
,

ACCESSION NLIMBEP ! LOG/ ! DOCUMENT IDENTIFICATION : LEVEL
DOC ; Author-1AV Narne Or 0.2 Or

. CHECK ; Tate-One or Two words) 3)
COMMENTS

PREFix NUMBER

HE 025 120 Bonwell EDO FULL-TEXT DIGEST
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CATALOGING

REFERENCE TOOLS USED IN THE CATALOGING PROCESS

The publications listed alphabetkally below are the primary reference tools of use in the cataloging process.
The ERIC cataloging &defines mune that Cleadnghonse catalogers have both knowledge of and access to these
publkatkms (in their latest editions). Because ihe harochactory material appearing in each publication desaibes fully
its frequency, format, and method of use, that information is not repeated hest.

Anglo-American Cataloguing Rules (AACR-2)

Clearinghouse Number to ED Number Cross-Reference List

ERIC Abstractor/Indexer Workbook

ERIC Acquisitions Arrangements List

ERIC Indexing Handbook

ERIC Processing Manual (EPM)

ERIC Tape Documentation

GPO Style Manual

Guidelines for Descriptive Cataloging of Reports (M86-112349)

Identifier Authority List (IAL). and Supplements

A Manual of Style (University of Chicago Press)

Source Directory
Trtmcated Edftion (Names Active Across Lan 5 Years)

Monthly Cumulative Supplemems
Archival Edition (All Names)

Thesaurus of ERIC Descriptors (Working Copy), and Supplements
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CATALOGING

SUMMARY OF SIGNIFICANT RULES

The following rules aPPly to the cataloging of la data elements- snecific

slatastrialumwriskallubsiagAkte"Likesignig&
1. Catalog solely from the document in hand. Do not engage in extensive research to detramine cataloging

data. (However, if the document is Level 3. research into sources of availability may be necessary.)

2. The principal atahorities that should be consulted to answer cataloging questions not covered by these
guidelines are the following:

Guidelines for Descriptive Cataloging of Reports. A Revision of COSATI Standard for
Descriptive Cataloging of Government Scientific and Technical Reports. (PB-86-112349)

Anglo-American Cataloguing Rules. 1988, Second edition. Revised-

3. The raincipal mahorities that should be consulted to answer questions of grammatical style and English
usage not covesed by these guidelines are the following:

GPO Style Manual

A Manual of kyle (University of Chicago Press)

4. Do not end lines with a hyphen, slash, or dash.

5. The text of gli fields should be entered in upper and lower case, as apprepriate. Use only the 88 chalet=
available in the ERIC Character Set. The mtderline ( ) may get be used immedigely after the field
keyword.

6. The semicolon is used lax as a subfield delimiter (to separate multiple Authors, Institutions, Descrkplars,
Report Numbers, e., and to separate logical segments of certain fields, e.g.. Jousnal name from
volume/number data) in all fields except the Tale, Dracsiptive Note, Availability, and Abstract textual fields,
whese it can be used as a nonnal punctuation mart

. Certain data elements are mandatory and others are optional (i.e.. conditional on their appearance in the
document or journal article). Mandatory data elements must be cataloged for evesy record entered in the
system.

8. Different volumes in a sesies or parts of the same document should be accessioned in proper sequence and,
if at all possible, should be processed in the same issue of RIE.

262
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V. CATALOGING

A. Introduction

I. General

These guidelines for descriptive avaloging are intended fix use by the ERIC
Clearinghouses in preparing bibliographic data fix tlw ERIC database. They will also be
of intermit to users of the ERIC database in that they describe various matters, the
knowledge of which is essemial to retrieval operations (e.g.. the definition of each dma
ekiment. the location of certain informaticm in the record. the structure of the data).

Cataloging is a complex function, and the guidelines presented here are
necessarily limited. Fee cataloging problems not detailed herein. catalogers should consult
the following principal references (on which the ERIC guidelines were based):

Guidelines for Descripdve Cataloging of Reports. A Revision of COSATI
Star:dant for Descriptive Cataloging of Goverwru Scientific and Technical
Reports. ftshington, D.C., Corrunerce, Energy, NASA, Defense Infonnation
(CENDI) Cataloging Committee. 1985. 80p. (P8-86-112349).

Anglo-American Cataloguing Rules. Second Edition, Revised. Chicago.
American Library Associgion, 1988. 677p.

For questions of general granunatical style and English usage, the cataloger
should consult principally the latest editions of the GPO Style Manual and the University
of Chicago Press' A Manual of Style.

The objective of descriptive cataloging is to provide a uniqie thscription for the
document in hand so as to distinguish it from all other documents. Since ERIC is a
computerized system, the cataloging function simultaneously provides tags for the data the
system collects. These tags laWr serve essential roles in various computerized operations
such as the productice of indexes, generation of abstract journals, and compete( searching.

While it first glance the detail provided in Section V may seem daunting to
individuals new to cataloging, it is based on real documents and actual ERIC experience.
Section V should be used in conjunction with several other Sections of this Manual.
Information in Section V is provided kr all data elements comprising an ERIC "regime
(i.e., cataloging, indexing, and abstract); however, the primary emphasis is on the
bitgiographic data (e.g., Author, Mlle). Although indesieg (Descriptors and Identifiers)
is brkfiy covered in Secticm V, Section VII and VIII-I & 2 should be consulted for
detailed information on indexing and the use of Descriptcas and Identifiers. Section VI
should be consulted for detail cm the preparation of AbstractWAnnotations. Preparation
of the data for submission to the database after the recceds have been cataloged is covered
in Section IX, Data Entry.

Tradithmal libno cataloging deals primarily with monographs (books) and
serials (journals)dw standard literature of the commercial publishing community. ERIC
cataloging deals Fisnarily with curriculum guides, tedmicattresearch repeats, govellUllalt
reports, contractor reports, commission reports, dissestations, hearings. conference
proceedings, conference papen, and similar fugitive, limited-distribution, noncommercial
materials. The ERIC data elements have been selected to fit the 'iterative processed by

20 3
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CATALOGING

3. Rehabs** of RPM GuideRnesfRales to Data
Is Wise, Print, or CD-ROM Versions of the Database

The guidelinesfrules described in Section V were awed in max to standudize
cataloging across the netwat's Clearinghouses (regular mad adjunct). While at times it
will be hektful to aaalogers to rekr to SO 01111111e, printed, or CD-RDM vasica of the
&debase to damming how rnrer andes or comparable ensiles for a particular document
or document type have been caMloged. these venlig= have been "masmemr 6, a might
meat by vendoes and will be at variance to the M. Some examples of these variations
arc some aline andfor CD-RCR4 verskets of the database have And thePiddication
Date hy dropping any refetence to the month and day and adding the century (i.e., *19");
RIE displays the paginatkm as pan of the Note field, uses commas instead at semitzt.Ins
to swats tenns in the Descriptor field, and does not display some fields such as
Governmental Status. Regardless of what is found in these daunt vendor vasions,
catalogers should follow the guidelines in the WM.

4. Deanitioas

Resume

A mow is a compkte surrogate record for a document or journal article.
A complete record consists et the descriptive billiographic data (tide, paginmion, author,
etc.), Wei* dam, and an thstractimmotation describing the item in succinct narrative
form. (Flynn V-IA41 display completal RIB and CUE mimes.) AS new resumes
submkted hy the ERIC Clearinghouses me identified inidally by the Cleminghouse
Accession ?Amber. The computer system considers a resume to consist of all fields
following the identify* Clearinghouse Accession Number (Clij and preceding the next
CH_. Descriptive cataloging, as discussed in Section V, results in a completed RIE or
CIJE =ante.

Data Inement/Fleld

Within these resumes are liments of data called "fields* (e.g., tide, rughcr,
contract number, abstract, ew.). The concepts "data element" and "field" me used
interchangeably throughout Section V.

An ERIC resume may have up to 24 possible data fields, although not all fields
are used by the Clearinghouses nor would all fields be appropriate for any given mune.
Each field within a resume is identified by its awn unique keyword. A keyword is the
lag* that indicates the beginning of a new field. Each keyword is entered in all capital
lettas followed by an underscore ( ). Fields, their keywords, and an indication of
whether the content of the field is provided by an ERIC Clearinghouse or the ERIC
Facility are listed in Figure V-3.



CATALOGING

CM_CE123456
PDAT_May92
LEVEL1
AUTH_Butler, Kathleen; Smdth, B. James
TITLE_Career Planning for Women.
INST BBB35000=Central Univ., Chicago, IL. Center for Research in Women's
Education.
SPON_EDD00036=Office of Educational Research and Improvement (ED),

Washington, DC.
AUD_Policymakers
CONT_RI900000
REPNO_ISBN-0-3333-5568-1; GERI-91-34
PUBTYPE_141; 160
LANG_English; Spanish
GEO_U.S.; Illinois
GOV_Federal
JNL_Women Today; v13 n3 p1-14 Jan 1992
NOTE_An abridged version of this report WAS presented at the National
Conference on Educational Opportunities for Women (9th, Chicago, IL, May

14-16, 1992).
AVAIL_Campus Bookstore, 123 College Ave., Chicago IL 60690 ($5.95).
DESC_Career Guidance; *Career Planning; *Demand Occupations; *Employed
Women; *Employment Opportunities; Females; Labor Force; Labor Market;
Postsecondary Education
IDEN Consortium of States; *National Occupational Competency Testing
Institute
ABST Women's opportunities for employment will be directly related to their
level of skill and experience and also to the labor market demands through
the remainder of the decade. The number of workers needed for all major
occupational categories is expected to increase by about one-ftfth between
1990-1999, but the growth rate will vary by occupational group.
Professional and technical workers are expected to have the highest
predicted rates (39 pexcent), followed by service workers (35 percent),
clerical workers (26 percent), sales workers (24 percent), craft workers
and supervisors (26 percent), managers and administrators (15 percent), and
operatives (11 percent). This publication contains a brief discussion and
employment information (in English and in Spanish) concerning occupations
for professional and technical workers, managers and administrators,
skilled trades, sales workers, clerical workers, and service workers. In
order for women to take advantage of increased labor market demands,
employer attitudes toward working women need to change and women must: (1)

receive better career planning and counseling; (2) change their career
aspirations; and (3) fully utilize the sources of legal protection and
assistance that are available to them. (Contains 45 references.) (SB)

FIGURE V-IA: Completed RJR Resume'

1 This manse displays all possitle fields a Cleatingboase could use in cataloging a document. No resume is blely to exhibit all possible

fields.
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AIESOD

CH_CE523456
AUTH_Swanson, Jane L.
TITLE_The Structure of Vocational Interests for Atrican-AmerJcan College
Students.
PUBTYPE_143
LANG_English; Spanish
NOTH_Special theme issue on "Holland's Theory.'
AVAIL_UMI
JNL_Journal of Vocational Behavior; v40 n2 p144-57 Apr 1992
DESC_*Vocational Interests; *College Students; *Black Students; Higher
Education; Geometric Constructions; *Validity; Sex Difference
IDEN_*African Americans; Hollands Hexagonal Model; Strong Interest
Inventory; Gender Scales (Johnson)
ABST_Describes a study in which the Strong Interest Inventory was completed
by 189 female and 168 male African-American college students (20%
response). Correlations among the General Occupational Theme scales
supported the potential applicability of Holland's theory to African
Americans, but highlighted gender differences. (SK)

FIGURE V-IB: Completed CUE Resume

2 This entryShona= a resume (fictitious) as it would be ginvanrd by an ERIC Clearinghouse; thus dw data cinema laser added by the CUE
Publisher or the ERIC Fealty have not been included.
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Catain fields may be subdivided into sutdidds, i.e., multiple instant= of tie
same type of data or logical subdivisions of the data. For example. the Personal Author
field may be subdivided into two pemonal authors. The fields which may be subdivided

sue:

AM; AM; CONT. DESC: GEO; MEN; INFt JNL: LANG;
PUBTYPE; REPNO; SFON

NOTE: Sultields within a field ate always sepmated ce
"delhnited* by a semicolmi followed by a blank.

S. Mandatory vs. Optional Data Elements

Catain data elements are mandatoiy, and mcords are not permitted to enterthe
ERIC Master Files unless they exhibit these data elements. 0:her data elements are
woptionar or"conditional" in that they me not always wmilable on the document,but they
should be cataloged when available. These are some differaices between RIB and CUE
in this nerd. For example, the Tide field is mandatory for both RIE and CUE, but the
Journal Citation field is mandalmy solely for CUE.

Figure V-2 lists all of the mandatory data elemats and indicates for mch
whether it is an RIE or CUE element.

Data Elements
Mandatory for RIE

Data Elements
Mandatory Lir CUE

Clearinghouse Accession Number
Publication Date
Level of Availability (at EDRS)
Pagination
Irak
Publication Type
Language
Geogmphic Source
Descriptms
Abstract

Claminghouse Accession Number
Publication Date

Tide
Publication Type

Language

Descriptors

Journal Citation

FIGURE V-2: List of Mandatory Data Elements

ERIC Processing liiliknod V-6
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6. Clearinghouse Input vs. ERIC Facility (or CUE Publisher) Input

Moat of the cataloging data is generated by the Clearinghouses and reviewed and edited by the
ERIC Facility (or CUE Publisher). However, of the 24 total data elements amently cataloged, four
are the responsibility of the central support contractors for RIE (Facility) and CUE:

ERIC Accessicm Number (FD/EI Number)
Issue (of Abstract Journal)
EDRS Price Code (RIB only)
Pagination (Level I and 2 Documents only) (RIE coly)

Figure V.3, whkh is a total list of the data elements along with their keywords, includes these
four and desiviates the nvonsilile unit in each case.

7. Data Elements No Longer hi Ilse

Die discussion in Section V.B covets individually all active data elements. The three data
elements no longer used by ERIC that have data in their fields in older meads on the ERIC master
file are Fromm Area, Project Number, and Grant Number. These elements are briefly desaibed in
Section V. Attachment I.

S. Processing/Cataloging Specific Document Types

One of the ongoing concerns of Clearinghouse mamas is the necessity to pull together all
of the information typically requited to process and catalog specific types of documents. To this end,
Attachment 2 "Processing/Cataloging Specific Document 'twee has been added to Section V.
Initially, Attachment 2 will contain only guidelines for entering analytics to the database. It is
projected that other document types will gradually be added to Attachment 2 and that Cleatinghouses
will customize their own copies of the EPM to include the requirements for document types that they
regularly process.
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nEePoisoun RIE CUE

CH

AP,

FAC biandatay thmelesary neeatie

1 ACC
2 ISS
3 PRICE
4 PAGE

A

ERIC Accession No.(EDIEJ)
Issue of Abstract Journal
EDRS Price
Pagination"

Level I & 2 Documents X X

X
X

a
5 CH
6 PDAT
7 LEVEL
8 TITLE
9 JNL.

10 LANG
11 PUIMPE
12 DESC
13 GEO
14 MST

A

Level 3 Documents
Clearimhouse Accession No.
Pubkation Date
Level of Availtd4lty at EDRS
The
Journal Citation
Language
Piklication Type
Descriptors
Geographic Source

Abstract

x6

X

X

X
Xe

X
X
X

X

15 AUTH
16 INST
17 SPON
18 REPNO
19 CONT
20 NOTE
21 AVAIL
22 GOV
23 AUD
24 IDEN

AnflOtatiOil.
Personal Author
Institution
SPoneorkig AgencY
Repot Number
Contract Number Ix
Descriptive Note
Availabeity
Governments/ Status
Target Audience
Identthers

46.

x0

x0

FIGURE V-3: ERIC Data Elements (Showing Responsibility for Each Element, Keyword,
File in Which Used, and Mandatory/Opdonal Status)

A

6

ELMS Price Code Generated by computer, based on data in Level and Pagination Osids.

Paginabon Cleafthouses provide pagination tor Level 3 documents (where no what di:raiment is sent to the Facility);
Fealty paginates all Level I & 2 documents.

'English is automatically computer-generated in both RIE and CUE when Language kaki is not present in incoming
records.

Computer-generated from last component (i.e., year) in Journal Citation field.

Pubic:Oen Type 080 - Jcurnai Article insetted automatically by computer in all CUE records.

ISSN Number must be recorded tor *oneshor journal articles.

9 Availability (CUE) - *UM" expanded by computer in printed CUE to *Reprint UML"
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R. Data Elements

The following desaiptions, of each data elemmt/field, are arranged diatabetically by the keyword of that
data elemmt Assr far Abmact/Annotation, ACC for ERIC Accession Number, etc.). A standard
forme consisting of five parts has been estalAished for desalting each data element Profile. Typical Entry,
Narrative 'kat, Summary of Significant Rd*, and Examples. (See Figure V-4.)

The ERIC Charaaa Set referred to in the Profile is displayed in Figure V-S. This Figure lists only those
characters which may be used in EtIC data adds. As indkated in the Fmfile, in some instances the field is
restricted to specific characters (e.g., the Language field may contain only alithabetic characters, the Descriptor
field may contain only alphabetic and two special charactoesemicolon rtd parentheses).
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CATALOGING

ALL ALPHABEI1CS

all alphabefics

NUMERICS

SPECIAL CHARACTERS

A-Z (UPPER CASE)

a-z (LOWER CASE)

0-9

(LISTED BELOW)

& AMPERSAND GREATER THAN

APOSTROPHE LESS THAN

ASTERISK - HYPHEN

BLANK SPACE ( PARENTHESIS
(LEFT)

BRACKET (LEFT)
PARENTHESIS

BRACKET (RIGHT) (RIGHT)

COLON PERCENT

COMMA PERIOD

DASH (TWO PLUS SIGN
HYPHENS)

POUND SIGN
DOLLAR SIGN

QUESTION MARK
EQUALS

ft
QUOTATION

EXCLAMATION MARK
POINT

SEMICOLON

SLASH, VIRGULE

FIGURE V-5: ERIC Character Set

ERK Pracessiall Manumit V-I2
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CATALOGING ABSTRACT/ANNOTATION

ABSTRACT/ANNOTAT1ON

TYPICAL ENTRY (RIEr

ABST_Negative preconceptions about the disadvantaged Aar hinder the effectiveness of tarchas and
adminisuators in schools in cukurally &pressed areas. Most disadvantaged children are not hostile or
unresponsive, nor do they need special disciplie. They and their parents Men have high, even unrealistic,
educational aspiradons-Machas should encourage in the children the self4fischrline that leads 10 academic
success, which, in tunr, would break the self-fulfilling prophecies of failure. (AA)

TYPICAL ENTRY (CUE)

IABST Discusses the characteristics a writWn composition that can be applied to successful speech

communionion. arm)

An abstract/annotation is a brief narrative desaiption of a document without interpretation or aiticism. Detailed
guidelines and rules for the aeation of abstracts/annotations are provided in Section VI of this Manual and, thus,
are not reiterated here. The Summary of Significant Rules for Abstracts which follows therefore relates to the
preparation of the field as part of the resume and to the kinds of data that should not be in the Abstract/Annotation.

Abstracts for RIE are preferably of the Informative type, in which the abstract actually contains some of the
infosuration transmined by the document and stands as a small scale substitute for the mire documem. Certain kinds
of documents require Indicative abstracts, in which the abstract saves as a Thble of Contents, telling the user what

may be found in the document, but without substantive detail. kfuted Informative/Indicative abstracts ast permitted

in selected situations.

' The typical abstract in RIE is appauximately 200 wards. The ellipses used in this example indicate the abstract
was shortened for illustration only. Ellipses are normally not used in abstracts.



ABSTRACT/ANNOTATION CATALOGING

Abstracts are nonnally linked to approximately 200 words; however, in certain situations (e.g., conference
proceedinp, machine-madabk data files, etc.) that limit is extended to appuximately 300 wards, and in extreme
si tuations. may approach 400 wards.

Annotations for CUE journal ankles are not mandatory, but are strongly rownunended and should always be
prepared whenever the tide does not adequately explain the contents of the item; such situations are illustrated in
the Mowing examples:

Thie Explains tbe Contents:

"What Kind of Academic Background Does an Elementary lbacher Need lb lbach Social Studies?

Annotation not absoluftly needed, but typkally would be created to augment the tide.

Tide Does Nat Eq4aba the Contents:

illow Far Did Paul Revere Ride?

Annotation added: Mustrates improving map study by relating an unfamiliar location to the geographical area
where the student lives...

Annotations are rarely omitted in CUE as they usually can provide additional useful information. Annotations are
limited to approximately 50 words and may not exceed 60 words (a "word* being defined ss any data found between
two spaces).



CATALOGING ABSTRACT/ANNOTATION

SUMMARY OF SIGNIFICANT RULES

1. Abstracts for RIE documents are to he of the Infanta:We type, whenevir the document type permits, and are
nomsally limited to approximately 200 words.

2. Table-of-Contents type Indicative Abstracts are normally limited to wproximately 300 wards, but in certain
extreme situations may approach 400 words (e.g., proceedings of large conferences, machine-readable data files,

3. Annotations for CUE journal articles are normally limited to approximately 50 words and may not exceed
60 words.

4. Do not use hyphens, dashes, or slashes at the end of a line. The computer system assumes a space is
appropriate afta every ward ending a line.

5. All of the chruacters in the MC Character Set may be used in the Abstract

6. Do not use the underline, superscripts, subscripts, or italics. Quotation mats may be used as substitutes for
underlining or italics. Superscripts and subscripts must he changed to linear equivalents. e.g.,

10' 10 to the fifth power.
Lict L sub ten.
52 5 squared.

7. Use only one blank space after all medallion.

8. Non-abstract data (data which is cataloged elsewhere in the resume) should rat also be in the Abstract.
Specifically, the following kinds of information should not be in the Abstract

Related document references (use Note field).

Marginal lebility notes (use Note field).

Preparing Institution or Sponsoring Agency information (use Institution and/or Sponsoring Agency
field).

Complete repetition of the Mile (use Title field): some words from the Title may be needed in order
to introduce the topic, but avoid complete repetition.

9. In general, do not use althreviations (e.g., for state names) in the Abstract. However, acronyms, once defined
at their initial appeaance in the record, may later be used by themselves.

10. Use double parentheses when enumerating a list of items, e.g.: (I) ; (3)



ABSTRACT/ANNOTATION
CATALOGING

11. Use the following format to list titles and authors:

Marching Reading Skills' (Jennifer Samuels); "Language Skills of the Limited English Proficient Student"

(John Rodriguez and Linda O'Ham).

When space allows, retain Nihon' complete namerc do not abbreviate mmecessarily. lb conserve space in

extra kmg abstracts the first names may be omitted. Do not use a format such as: "lbaching Reading nos*
by Jesmifer Samuels, etc.

12. When doing a list of chapters or papers in an Indicative abstract, take particular care with author names.

Authors do not hire to have their names misspelled.

13. At the end of the abstract place the inidals of the abstractor in parentheses. e.g.. .(1Br. If an matter abstract
is used, place the word "(Author)" in puentheses at the end of the abstract If an author abstract is used in
modified form, use a combination of the two elements, "(Author/M."

14. Pimctuation in the Absuact should be in accordance with the ncsmal rules of English usage. The semicolon
does not fraction in this field as a subfield delimiter.

15. Author abstracts should be used if they are judged adequate to convey the conamt of the item. Author abstracts

will not and need not cons* with exactly the same standards that an ERIC abstractor, writing a completely new

abstract, should follow.

16. Even if the abstract is created by a Clearinghouse abstractor, the abstract should make use d' the author's own

words and phrases wheaever possible.

ER1C Procasias %awl V-16 Jame 1992
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EXAMPLES

See Section VI (Abstracting) for examples of bow abstracts should be gradated.

218
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a CATALOGING ACCESSION NUMBER

12 ESC ACCESSION MAWR

v:tiav,s; ".

TYPICAL ENTRY (RIE)

TYPICAL ENTRY (CUE)

ACC_ED123456

ACCJIT123456

The ERIC Accession Ntunber (ED or El) is computer-assigned during final prucessing at the ERIC
Facility (or at the CUE Pthlishm) and only after all duplkates, rejects, and other removals have been made. This
ensures a desirable unbgtken, *sapless" sequence of accession numbers in the Anal product.

Facility."
For this season, this field should be left blank on all resumes transmitted by Clearingheases to the ERIC

The ERIC Accession Number serves several purpose&

an address tag for compmer storage and retrieval;

a physical location ackkess for shelf storage et documents and microfiche;

an index-to-regune connector for use in the indexes of announcement media;

an order number for acquiring microfiche or paper copies of documents from EDRS (ED-only) or
reprints from UMI (El-only).

The Accession Number prefix for RIE is an MD,' standing for "ERIC Document.* The Accession
Number prefix for CUE is an "ET," standing for "ERIC Journal.*

A complete list of all ERIC Accession Numbers assigned to date, organized by publication by month.
appears as Appendix D in the ERIC Tape Docamentasion.

"The keyword is used =mak by the Facility during backfik corrections wheaever a record must be purged
after the prthlication of an issue (e.g., a duplicate). The field may be used SISO by Clearinghouses whenever they
provkk the full-text of an ERIC Digeg with an existing ED munber.

21
June 1942 V-19 Elm Prom:Wag Mame



ACCESSION NUMBER CATALOGING

SUMMARY OF SIGNIFICANT RULES

1. The ERIC Accession Number is assigned 03 the document or journal article by the computer at the ERIC

Fad lky (or CUE publisher) as one of the last steps in computer processing and after all duplicates,

rejects, and other removals have been made. This ensures a &sing* "wine sequence of ntunbers.
This number is not assigned by the Clearinghouses.

2. The ERIC Accession Number is entered in the compact' file in packed form (e.g., 'W1234561.
However, the customary way of printing the number for good readability it "ED 123 456" (as used in
RIE ckations) or *ED-123456N (as often used in bibliographies).

3. RIE Accession Numbas are prefixed with an "ED." CUE Accession Numbers are prefixed with an "EL"

4. ED Accession Numbers me assigned sequentially and without gaps. lf, after publication, a given
acoustics is found to be a dtqllicate of a prim accession, or if a valid moot is made to withdtaw the
accession from circulation, the record is not comigetely expunged ftom the tile, but is instead
wskelctonized" to a record containing only title and explanatory soft (set Ent, Secdon X).

220
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CATALOGING AUDIENCE

13.3 AUDIENCE

TYPICAL ENTRY

a. General

AIM Administrators

The Muset Audience data element is intended to identify the segment of the educational
community (or related public) for which the document has been written and at which it is directed. In
creating a document, authors or preparing instittaions fiequently (but not always) have in mind an
intended odic= that they hope will use the doctunrnt. It is the purpose et this data &mat to identify
this audiesce and to record it in such a way that searchers may, if they desire, limit their smelt output
to material ditected at specific audiences.

The key to assigning this data element is the iltord °educational.° The field is used for
documents directed to certain types individuals in the educational cow:unity. While the database's
content relates to any and all aspects of education and its periphetal areas, not all documents in ERIC
have a specific education audience. Some were produced instead for a larger =dime or for other
specific andimmes, but may be af interest to the educational community. Some examples of such
documents are:

Material issued by a government agency for the general publice.g.. how to establish
cnxlit, how to tile a tax form, how to prevent AIDS, etc.;

Reports from a government agency to the legislatmee.g.. funding for housing, census
statistics. employment statistics, etc. (containing education-related data). Documents such
as these ma be of use to educators, but unless it is specifically stated in the document
that the tuldience is individuals such as teaches& students, etc., the Audience field should
not be cataloged.

J. 1992 V-21 221 ERIC Wacardeg Memel



AUDIENCE CATALOGING

Various weducatiml audiences" have been identified These anthems meson those
segments of the educational canutundty (and related public) that can be distinguished hem one another
in a poetical way. Other segments Wet, but have not been selected for a variety of masonic

they are too small and specialized;

they overlap too much with one another and would therefore create decision Foblemx

they are not stdficiendy well-defined or do not have an agreed-upon identitr,

documents are not written specifically for such groups in any quantities, etc.

EDUCATIONAL
COMMUNITY

EXTERNAL
GROUPS

Parents
Community

FIGURE V4: Audience Authority List

The eleven inidience types in the Authority List in Figure V4 are more fully defined in
Figure V-7 by the provision of examples of the types of jobs/staff that would fall in each category.

The key guideline to roe in applying this data dement is that "Thrget Audience implies that
someone has selected a target to "aim" at. That *someone is the document prepare: (author or
institution). The cataloger should not specula1 e. on who night be interested in the document, or who
ought to read it, or who the catakger would like ea see read it, as who could get something out el it.
Applying this data element in a subjective way would not permit the necessary consistent application
by the many ERIC catalogers involved.

It is essential,therefese. that the Targt Aldisace decilion be based objeetivelv on what the
kamt,An and what can be determined unambiguously by examination of the document and its
characteristics. i.e., the decision should be based on hard evidence. This is not a mandatory data element
and should not be catalovd unless it can be cataloged easily and without mental reservation.
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CATALOGING AUDIENCE

Figure V-7A &plays dm various audience types and provides guidance to the cataloger by
defining each audknce in tams of the types of staff/jobs that would make up each category. Further,
Figure V-7B provides =miles of the types of documents that would tend aa be directed at each
audience. Please notice the use ci the word lend.* The decision as to Ursa Audience is essentially
independent of all other data demeans. including Publicadon 14pe. For example, a lutliography cannot
be said to be targeted for smy particular audience simply.by virtue of being a bitliography. lb be
assigned a Thrget Audience, a bibliography must stile far whom or for what objective it was prepanxi.

The major Thrget Audience, "Practitirmem." as the largest single audience encountered, has
been subdivided into five specific types of practitioner, for greater utility a) the user/searcher. The
cataloger may use the gamic term "Practitkeatf to indicate the audknce or may use any of the
sub-categories. If three or mom practitioner sub-categories are used for a given document, the cataloger
should simply assign the generic tam "Practitioners* by itself.

In orrier to facilitate the limitation of search output by the large Tractitionas" category,
whenever a cataloger employs one a the practitioner sub-estop:fries, the ERIC computer system
automatically adds the generic tam "Practitioners* to the field. In other words, it is not necessary for
the cataloger to write the term "Practitiorms" if cee of the practitioner sub-categories is being used.

(1) Use of the Gastric 'Atm "Practitioner"

If a clearly practhioner-aiented document fails to say explicitly (ce via
evidence) which particular practitioners are being addressed, then it is generally
better to simply use the generic term "Practitioner* than it is to "force" a finer
classification, e.g., via pmcess of elimination.

(2) Education-Based Practitioner

Practitioners, in ERIC. are not defined solely as those that are formally
school-based, since edwational practitioners may perk= their functions in
non-school-based situations, e.g.. Indian reservations. A practitioner may well be
correctly targetal by a document describing a function (e.g.. teaching, counseling.
media work, etc.) taking place outside a formal "school* setting. The entire
xactitioner group is education-based, but not necessarily school-based.

b. Primary Targets and Secoudary Targets

Primary target groups should, of course, be cataloged. Secondary targets should be reviewed
critically and used sparingly. A research report that is basically intended for researchers, but that
concludes its technical discussion by detailing the extensive implications of the research findings for
working counselors, is probably legitimately cataloged as for "Researchers: Counselors". However, a
teacher manual that contains ideas for a teacher to use in the classroom should probably be restricted
to "Teachers", even though some of the material consists of actual problems to be solved by students.
The reasoning here is that the document itself is intended for teacher use and would reside on the
teacher's desk no matter what the teacher might choose to extract frau it for student use.

22u
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AUDIENCE CATALOGING

e. What Kind of Document Is Thrgeted Ay Researchers?

The follow* factors cm be moldered *evidence that a document is
research-oriented (1) amount of material devoted to direcdons for Whet researck (2) amount
of expaimental and steistkal data presented (that could only be checked by other
researchers); (3) degree of technicality ti material piesente4 (that could only be conquehended
by other researchers ) (4) forum in which presented, e.g., annual conference of prlessional
society (researchers talking to researchers).

d. Overlap Between Audiences

It is msy to imagine some ovalap between the audiences, e.g.. the administrator
who is allowed to set policy, the teacher who becomes temporarily a student, etc. For the
purposes of this scheme, however, it is necessary to assume that the groups are relatively
'pm,' i.e.. Policymakers set policy, Administrators administer school systems, etc. The
classifier should not blur the essential distinctions between these grows, even though real life
situation may well do so.

e. Historical Background

This data element, in its fully defined form, was added to the ERIC database
beginning with the Januaq 1984 issue of Resowces in Education (R1E). During the last
quarter of 1982 (November-December issues of RIE), as part of a pilot project investigating
a specialized documeM-based *Practice Irde: the tenns *Practitioners" or "Students* wae
added to this field for all regular input documents whose Mulct Audience was explicitly stated
as Practitioners or Student& These data were distributed a all the major online vendors as
put of their regular monthly eqxlate tapes. In addition, this same *Practice Pile pthe project
retrospectively reviewed RIE data (for the period January 1979 *Waugh October 1983) and
added these same two target audience terms to all ameopriate accessions identified in this
nearly five-yor period.

Searchers should note that in any given MOM &ring the five-year period
1979-1983, the Thrget Aucrrence field contains the terms "Practitioners" or *Students,* but will
rat contain any other audience tams. Beginning with 1984, the Target Audience field may
contain any of the various terms descrthed in this section. Use of this data element in a
computer search will automatically exclude all material entering the ERIC database prier to
1979 and will severely limit the output during the period 1979-1983.

ERIC Processing Manual V-26 Jaw 1992
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CATALOGING AUDIENCE

SUMMARY OF SIGNIFICANT RULES

The lhrget Audience, if one exists, is deckled upon by the author or institution creating the document
and is either explicitly stated or clearly implied by evidence kJ the document itself. la other words, the
Thrget Audience should be an obvious and tmambiguous characteristic of the dOcument. simibr to its
publicatkm daft or pagination. It is not handed to be a matter et speculation or guesswork by the
cataloger cc index=
kS11143211.

2. If a document has a target audience, it will usually have only we. However, a document may have
more than one ilsrget Audience, e.g., leachers and Students, Administrators and Parems, etc. There is
no restriction on the number of Thrget Audences that may be cataloged as long as the authority list is
adhered to; however, if the mrmber of practitiona groups knolved is three or mare (out of the five
availabk) then the cataloger should slimly use the generic term "Practitioners.*

3. The *Practitioners" category of Thrget Audience has five sub-categories. The cataloger may use the
broad, overall tag "Practitioners* by itself sty may use any combination of the sub-categories. When
using the sub-categories, it is not necessary to add the more generic tag *Practitioners.* The ERIC
computer system will autamakally add the tag '?ractitioners" to any Thrget Audience field using we
or more of the Practitioner sub-categories.

4. Thrget Audience is not to be decided upon solely on the basis of the Publication Type involved. Fcr
example, a bibliography cannot be mid to be targeted for any particular audience simply by virtue of
being a bibliogiaphy. lb be assigned a Thrget Audience a bibliagmphy must Stale for whom or for what
objective it was prepared. While certain types of documents will =ally tend toward being prepared
for particular audiences, the Publication Type dma element qhould be regartiod as essentially independent
of the Thrget Audience data element. (The one mptim is the 0514052 goy of Publication Type
cocks which me by definition "Classmom Use* mataials for students tv teachers, revectively.)

June 1992
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EXAMPLES

ONE TYPE OF FRACITTIONER" Counse Ices

TWO TYPES OF PRACTITIONERS
Administrators; Summt Staff

PRACTITIONERS IN GENERAL(OR MORE THAN Practitioners

TWO TYPES oF FRAermoNER)

SEVERAL MAJOR CATEGORIES OF Counselors; Students; Parents

TARGET AUDIENCE

NO TARGET AUDIENCE (left blank]

12 The =miner system will autonuttiolly add the generic tenn "Pructiticaers" to the field whenever a

sub-category of Practitioner has been cataloged.
Cji



CATALOGING AUTHOR

0.4 AUTHOR

13101101004910.z

TYPICAL ENTRY

a. General

AUTILDums, Joan P. Hurtz, Tim L.

The entry(ies) in this field should be the name(s) of the person(s) responsible for writing the
document, performing the research, cr editing/compiling the content of the document All entries in the
Personal Author field appear in the Author Indexes of RIE and CUE

b. Determination of Authorship

if the personal author(s) is (are) not clearly identified by a word such as "Authar(s)" cr "By: the
entry should be determined by selecting a name(s) from the cover. title Taw, or elsewhere in the report,
in the following ceder of precedence:

Unaccompanied by any qualifying words, but by location, may be assumed to be the author(s)
of the document

Identified as the person(s) preparing the document:

Identified as the principal investigator(s);

Identified as compiler(s) or editor(s);

Identified as perum(s) submitting the document.

2 31
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Unless there ate other indications that the indivistial is, in fact, a personal author, omit the atelier Wry if

the pason identified itc the project manager; the dinctor or chair of the poop doing the worX the school

district superintendent the whoa principal; the state school surdatendone orthe gamma* deparnnent

head. For =amide, a superintendent whose namettlde automatically awes on the cover or tide page of

every publicatkin of a school system should not be hiterreted as being the author of every otherwise

mamma such Odic:Mon. Leave the kid blank if no author is identiikd. Note, however, that

documents will usually have either a personal author or a corporate author, or both. Documents without

either are extremely tare. (For information an catabging Corporate Author, see. the discussion oder

Inslitudoe in Section V.)

Particular cam should be taixn beton selecting names of personal ainhas from a list of

committeekounciliconfereoce membas or participants. Frequently the diaimerson of a committee is the

last pason listed or the committee is listed in alphabetical order. In the absence of a designated duirpason

who serves as editor, compiler. or senkr author. the Clearinghouse catalog:1r should uy to determine the

awrect person(s) to be listed (by personal contact, if necasary), or leave the field blank.

*Senior authoe malty die first author listed) is a delicate matter in academic circles.

Requests to alter or rearrange the authorship sequence on a dccument do occiu. It is advisabk that the

Clearinghouse make such situations ste after receiving a written request from the author(s) affected.

c. Format at Names

Cataloging ci Pascual Author names is based on the document in hand. The game (unless it is an

obvious tWolluiPbicid elm) IfilladUlLand-BILEMINEL212"6321281 SPacing, 4Pbesultion,

capitalization, etc, genaally should follow what is faind on the document. Spacing and capitalization of

complex names with psegixes such as Vraolf; waLlarry.` Manse,* should correspond with what is on

the document. Hyphenated names such as 'Thomas4mith, Rabat,* "O'Dell-McDougall. Kathleen:I

generally should be enteral as one =name, e.g., wilionias.-Sinith. Robert"

No attempt should be made to make the author's name consistent eaves a series of documents, if

the series does not reflect such consistency. Boers in spelling discovemd after a record has been entered

in RIE or CUE will be cotrected whoever reported. However. ERIC does not honor requeets for mune

alterations resulting from marital, religious, orother reasons, to achieve consolidation of index entries under

one name, etc., after the coo has appeared in RIE or ME.

Determining the roper faunal of unusual names can usually be done by consulting author listings

in the footnotes or the bibliography of a document or by using the latest edition of the Anglo-American

Catalogming Rules. If still in doubt, contact the authoi(s). lklicknames should be ipored in cataloging,

unless they ate the only name available, e.g., William A. NBIII Griffin, Jr. should be cataloged as

AUTH Griffin, William A.. Jr.

However, *Stevie* Frohnum should be cataloged as:

AUTH_Frolunan. Stevie

Authors who occasionally use nicknames me also cden found without their nickname. If the nickname

were to be picked up in the one case and not in another, the same author would get in the systan under

two name forms. Also arguing for ignoring nicknames is the fact that the nickname is often simply a mote

familia version of one of the earlier-appearing names or initials, e.g.. William *UV As authors venture

into MOM formal publishing realms, nicknames tend to get dropped. Ignoring nicknames, therefore,

provides the best chance of keeping an author's waits together under one name Wm.
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CATALOGING AUTHOR

d. Punduadon

Hyphens and apostrophes may be used in the Mahar fiekl (e.g., Olbole, Maty-Louise):
parentbegics mbd double quotes may not be used. Brackets 1 r may not be used, e.g., to indicate a supplied
author's name,

2 3 (3
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AUTHOR CATALOGING

SUMMARY OF SIGNIFICANT RULES

1. Enter Pummel Author names in full (to the extent available on the document), with the last name
first, followed by a comma, space, the first name (or initial), spax, and the middle initial (or
inkials, or name). ir only initials me availabb from the dotanneM, use the two Millais. Do not
attempt to roman% a first name. Legitimate quango that me regarded as part of a penonal name,
such as lc: "II," or "Ur should be set off by commas, e.g.. Gould. John Es-, It

2. Omk tides, &pus, and other honorific& However, in the caw of religious orda bynames, when
that is the only name available, add the vernacular title to the byname, e.g., Mary Jeremy, Sister.
Omit panintheses around parts of names, e.g., "Martha (Jackson), *own." Omit any hyphens
between first and middle name initials, e.g., I.-C."

3. Omit names of translators Wm the Amhor field; instead enter such data in the Note field.

4. If the "anima(s)" are identified as editor(s) or compile/0), add a comma and the abbreviatkm(s),
"Ed." or "Cusp.," as appropriate, after each name. Do not use the phut forms "Eda." ar 'Comm"

5. Do not use Inackets to identify supplied information or to set off editor or compiler notations.

6. No more than two author entries are curremly permitted. They *mkt be sequenced as on the
document (i.e., not necessarily in alphabetic order). The fust and second entries should be
separated by a semicolon (;) and a space. If there we more than two (2) authors, the first entry
should consist of the principal amhor, and the second should be *And Others" (note initial capitals).

7. If an indiviaal is identified as "Editor and Compiler or *Compiler and Editor," use only the first
named identificinion; do not use bra.

8. Authors are cataloged by the name appearing on the documait, even if there has later been a name
change or a reversion to a birth name.

9. Authors with the same last name must nevertheless be catakiged individually. The form °Jamison,
Harry and Anne* is Mewed.

10. If a documan is part of a series and has both an individual editor and a series editor, catalog only
the editor for the individual item. (The series editor should be cataloged only if the entire series
itself is cataloged.)

11. Position titles, such as "Project Director: should not accompany personal names in the Personal
Auther field.

12. Vutually every RIE doonnent should have either a Personal Author or an Institution (m. both).
Some person or organization must be responsible fir the document. However, note that CUE has
no Institution Add and therefore corporate authorship of journal articles (which is rare) can only
be described in the Note field. Do not enter institufion names in the Personal Author field.

13. Never use *Anonymous" in the Personal Author field. If no specific name is given, leave the fiekl
blank.



CATALOGING AUTHOR

14. If two names are listed on the document for the same isdivithml, i.e. Gawp Thompson Ala
Mowambe Brno or Marsha Willy Wirfa Marsha T. Jackson, use only the first-cited name. Do not
use both names.

15. If the pmper format of an unusual name cannot be determined from the document itself (including
footnotes, biblkigmphy, etc.), or from contact with the author, monk the latest edition of the
Anglo-knerican Cataloguing Ruler.

16. Nicknames should be ignored in cataloging, unkss they me the only name available. For maple,
Wiliam A. *Bar Griffin, Jr. should be cataloged simply as Auniorifrn, 'roan A., Jr.
However, 'Stevie Rotuma should be cataloged as AUTH_Frolunan, Savie.

17. Brackets 1 r or parentheses 11( ) may not be used to indicate supplied authorship or nicknamm.

18. If an author's name is presented cffferently in different parts of the document, use the more
compkk fonn.

19. If a name is hyphenated, trea the complete hyphenated form as the last name.

t)
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AUTHOR CATALOGING

Single Author

Two Authors

Three or More Authcas

Editor or Editors

Compiler or Compilers

Inconect are:

Inccaect are:

NAME VARIATIONS"

Ali, Muhammad
Bume-Jones, Jennifer
Ching, Francis K. W.
D'Amico, Roberti G.
DeAnda, Natividad
deJung, John
de la Rosa, Raul
De Weaver, Norma
de Wolf. Virginia
DiBasio, Anthony J.
Goethe, Johann Wolfgang von
Johnson Smith, Geoffrey
La Bruyere, Rene

EXAMPLES

Smith, David
Calm-Casden, Martha
Rodriguez, Robesta J.
O'Donnell, T. Donald
Weiser, Kathleen McCabe
Johnson, Bobbie-Sue
Musks, L T.
Thompson, Matthew P.. III
Brown, Hem K., Jr.

DuBwry, Samantha T.; Adams, P. James

Franklin, Gregory B.; And Others

Chinn, Carole Ann Robertson, Ed.
Zane, Ben M., Ed.; Simon, J. T., Ed.

MacDonald, kthur, Comp.
Horning, Jenny, Comp.: Lee, Jon, Comp.

And others
and Others
and others
And Others. (Note: Do not use the period.)

Eds.
Comps.

La Fontaine, Jean de
Lopes da Silva, Gabriela
Macintyre, Edward Leon
McDonald, Kathleen D.
Monteith, Mary K (middle initial does not stand for anything)
Musset, Alfred de
O'Brien, John P., III
St. James, Lynn
Stands in Timber, John
Sun, Yat-sen
Mk, Jan van der
Van Buren, Martin

" For unusual personal names, the correct form of which cannot be determined from the document, consult the
latest edition of the Anglo-American Cataloguing Rules (section on i'lleadings for Persons') and Guidelines for
Descriptive Cataloging, Section 6.



CATALOGING AVAILABILITY

B.5 AVAILABIUTY (OTHEA THAN EDRS)

TYPICAL ENTRY (RIE) AVAIL_National Catholic Educational Association, Suite 100, 1077 Kb St.,
N.W., Washington, DC 20007-3852 (Stock No. 3533, $15.50).

TYPICAL ENTRY (CUE) AVAIL UN41
(Restricted to only the
example eked)

a. General

This field provides information on the availability of documents from sources other than EDRS.
(Ftx EDRS availability see Section V-5.20.) While the principal purpose of this information is to provide
the user with access to doctanents not available from EDRS (i.e., Level 3 documents), alternate sources
should always be cited, when known, even if the docurnent is available from EDRS. This is especially tate
for publications generated by organizations nwh as the National Education Association which have given
a Reixoduction Release fa Level 2 processing with the understanding that NEA will be cited as the
availability for paper copy. In order to maintain a good relationship with ERIC contributors it is important
that Availability information always be cited when known.

The Availability field is intended primarily for the specific document being pnocessed. If
Availability information is cited foe supplementary material such as accompanying manuals, sets,
multimedia formats such as computer diskettes, videocassette tices, audio cassettes, etc., such information
should be clearly indicated.

23 7
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b. Format of Availability Information

This field should contain all of the following information, when applicable and available:

Do not use a leading phrase such as "Availabk from...", "Paper copy available from...* as the
computer system automatically inserts the phrase "Available from..? in front ci all ME Availability

field entries.

Full name of the sour= of the documitt. Extraneous phrases such as *Subsidiary should be

omitted. In the case of lame organizations, use subunit names, when necessary, to achieve accurate
mail delivery; however, stock names such as "Order Dept.* tha add nothing sboukl be omitted. For
non-English names, retain the soave of the document in die language it was written; thin is, do not
translate the organization nme into English. (If the source regularly abbreviates pan of its name,
e.g.. NEA Professional Unary, do not spell it out in the field.)

Complete mailing address. including street number cc Post Office box number (as with the
organization name, do not transhfie into English).

For U.S. sources, use the standard two-character postal codes for states (see Figure V-S for a list

of these codes).

For U.S. addresses, use the 5-digit lip code, ca; if available, the 9-digit "Zip plus 4" code.

For non-U.S. addresses, the postal codes may be a combination of alphanumerion record those
exactly as found, including spaces. Include the country name; do not abbreviate.

Standard abbreviations for "Street" (St.), "Avenue" (Ave.). Drive (Dr.), "Boulevard" (Blvd.) and
"post office (P.O.) may be used, but do not use other abbreviation.

Directional names such as *N.W." for "Northwest," E fcr "East," etc. should include the period.

Do not write "NW' fee Northwest.

Catalog, Stock, International Standard Book Ntunber (ISBN), or Order Number, when appropriate.

This woukl include such things as the GPO Stock Number, the University holiciolihns Wes Number,
etc. It does not include the Library of Congress (LC) Card Number. which is not an order munber.
(Although the ISBN is recorded in the Repcet Number field, it is scenetimes necessary to repeat it
in the Availability field in order to differentiate between paperback and hardcopy editions that may

both be available.)

Do not use the cent (e) sign as it is not in the ERIC Character set. Change prices quoted in cents

to dollars, e.g., 750 change to $0.75.

2 3
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CATALOGING AVAILABILTTY

Price of the documan (in parentheses). Prices quoted in non-US. amender should not be
ablweviated and may use only characters appeal* in the ERIC Character set (e.g.,

*2 Ponecbk 2) pence should be =Semi for 2(kr). Duasenammillagnmialatia&
Minuimasseznisamealeasigastair use U.S. don= ealy if the fere* rewee prOVideS
a US. prim. For counirkw nth as Canada which also have *dollars" as their currency, specify 110.
Canadian."

Price infatuation changes mildly and skald therefore be entered as succinctly as possible. Since
Fices do change, some organizations, such as University Microfilms, have specifically requested that
their prices not be included.

Ordering insmicdons including postage and handling costs, sales tax etc. Enter this data within the
parentheses after the Price- AMELENJBlani121BILMLEM_O_Off_NatiZif
"(W. taus $3 handling mdishinvingr not 1$18r.

Document chaiacteristics such as paperback and/a hardbound should be indicated and, if known.
associated with the appropriate ISBN. Example:

AVAIL ...(paperback ISBN-0-12346-899-3, $9.95; clothbound: ISBN-0-12346-899-7, $25).

Availability, if any, of multimedia formats should be precisely stated. For example; 2-hour VHS
video casZte; 54" computer diskettes; 25 35mm slicktig 4 compact disk recadings, etc.

c. The Relationship between Document Level and the Availability Field

(1) Level 1 (Available fran EDRS hi MF and PC)

Documents announced at Level I should always show an alternate availability, if known.
Do not omit an alternative availability just because the document wli be available from EDRS in
paper copy. Most men; generally tufa to have as original copy if at all possible. If external
availability is cited on the Reproduction Release fonn, it should be cited in the resume.

Government Printing Office (GPO) sales documents (which should be announced at
Level I) should always show the GPO availability, including the Superintendent of Docwnents
Stock Number when it can be determined from the document or accompanying information. When
this number appears in the document, the phrase 'Stock Number generally Fecedes the munber.
Do not use tir string of numbers which typically appears on the last page of all GPO-printed
document.% these munbas are related to the wiz job and are not for ordering purposes. If a GEO
subdivision, e.g., Congressional Sales Office, is cited, include that in the Availability information.

NOTE: Do not cite GPO availability unless such ova/ability is clearly indicated in the document
or in accompanying external information. A large portion of documents printed by GPO
are not sales items and are not available from it.

(2) Level 2 (Available from EDRS in MF Only)

Documents announced at Level 2 should also cir, whim known, any non-liDRS
availability of originals a papa copy reproductions. Follow the guiJelines for Level I documents.

2.33
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(3) Level 3 (Not Mailable ken EDRS)

Documents pnacessed at Level 3 MUST cite a source where the user can obtain the
document If the price is known, it should always be provided.

cl. Multiple Sources of Availability

Sometimes a document is available from several mimes. Multiple sources may be cited as long
as the space for the field is not exceeded. If the document has an ISBN cited in the Repon Number field,
the first source cited guild be the organization using that number since ISBNs are publisher-specific. If
both U.S. and non-U.S. sources are cited, the U.S. source genesally should be cited fust.

e. Loan Documents

On occasion, all efforts to obtain a reimoduction release or to determine an alternate availability
for a ciwyrighted item or a documat with poor reproducibility may faiL Under such circumstances,
informing the educational community of such an item can be justified if a loan some can be
specified. The loan-availability option should in general be avoided, but when it can be fully justified, it
should appear as in the following example:

AVAIL_ERIC/CRESS, Box 3AP, Las Cruces, NM 88003 (on loan).

Loan-availability should not be confused with regular interlibrary loan procedures used by most
blades. Loan documents must have a specific address for the user to contact. [NOTE: This type of
availability is itxtremely rare in ERIC (approximately 20 documents in tiv entire database, most from the
early years of ERIC)]

1. Supporting Doonnentation/Audiovisual/Multimedia Materials

Unpublished supporting documentation not inchided with the report in hand, or separate
audiovisual/multimedia (computer programs, diskettes, compact disks, etc.) components associated with the
document, should be referred to cely if some mode of access can be provided to the user, and the source
oiled is willing to assume the administrative burden involved, as in the following examplet

AVAIL_Copies of tests used in the evaluation are available from ERIC/CRESS. Box 3AP, Las
Cruces, NM 88003.

AVAIL_Copies of the computer programs descrilvd in tiw abstract are available from the
University of Illinois, Computer Center, Urbana, IL 61801 ($45).



CATALOGING AVAILABILITY

g. Special Arrow:two

Many organizations that provide their documents to tire ERIC database am also engaged in selling
these documents for income. In many cases, they are willing to give permission to eMer their documents
at Level 2 (and often Level 1) as long as ERIC cites the orpnizations as the source ci original Fisted
copies. Organizations that should always be cited as the sone for printed copies of dr* own publication
are listed in the ERIC Acquisitions Anwagentetu list whkh is published annually by the ERIC lzhcility and
updated semiannually.

h. Use of Availability Field in CUE

The use of the Availability field in CUE is restricted to an incfication of whether the article can be
obtained via the University Microfilms (Uhil) Journal Article Reprint Service. If the journal from which
the article has been extracted appears in the UMI list of journals with which they have a reprinting
agreement, then the Clearinghouse shou/d enter "UM* in this field, as shown below. The computer system
automatically expands this to the phrase °Reprint UMI" in the Master File and in the CUE printed
announcement

AVAIL UMI

Incoming CUE records are validated against a computerized UMI Authority List entries citing
UMI availability am verified and mules without UMI availability are checked to confirm if, in fact, they
are not available from UM.

Subscription and availability information for regularly covered journals is given in the *Source
Journal Index" (sw Section V-11.14.d.3). lb cite the Availability of *Oneshot" articles announced in CUE,
the Note field must be used (see Section V-B14 for information specifically on "Onashots").
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CATALOGING
-Fumissawang

nA711111ELZ175"Y Azioi

SUMMARY OF SIGNIFICANT RULES

1. If a document is available fmni any source other than EDRS, that infoimation should be placed in the
Availability field. The information provided should contain all that is necessary to permit the user to obtain
the documem NI name of source, complete mailing address (mcluding postal state code and Zki code),
order number (if any), and Fice (if available).

2. Level 3 documents (those not available from EDRS) MUST have an entry in the Availability field. This
would include documents available only cm loan.

3. Punctuation in this field should be done in accordance with the Kenai rules of English usage. The
semicolce does not function as a subfield delimiter in this field.

4. Certain organizations have made arrangements so that ERIC must always cite them as the source of
availability for criginal copies. (See the ERIC Atenisitions Arrangement LW.)

5. Unpublished supporting docinnentatimi not included with the document in hand, or separate
audiovisual/multimedia components associated with the document, cannot be processed by the ERIC
delivery system. The availability of such components should be descsibed in the Availability fieki.

6. The Availability field in CUE is reserved for information concerning the availability of reprints of journal
article& M die present time, only die University Afierofilins International (UMI) reprint service is
specifically cataloged. If the journal is available frosn UMI, then "UMI* is cataloged in this field. The
CUE computer system expands this to "Reprint IIMIR Jotmal publisher/availability information for the
less well known and more difficult to obtain journals that are not listed in the Soutre Journal Index, is
placed, when applicable, in the Noe field.

7. When citing an availability contact point within an organization, it is better to use a subunit name (or a
position title) than a personal name. Specific people come and go, but organizations (and positions) have
somewhat more permanence.
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AVAILABILITY CATALOGING

EXAMPLES

FEDERAL GOVERNMENT AGENCIES

GENERAL

GPO

NTIS

PRIVATE SECTOR

GENERAL

COMMERCIAL

PROFESSIONAL
ASSOCIATION

Name of agency. city, nate, and Zip code ale generally adequate.

Superintendent of Documents. U.S. Government
Printing Office, Washingum, DC 20402-9323
(Stock No. 017-080-02092-1, $6.50).

Superintendent et Documents, Congressional Sales Office, US. Government
Printing Office, Washington. DC 20402-9328.

NOTE: In 1992, same GPO otimments began aiming a Mail Ste" as part
of the address. When cited, include it in the Availability, e.g.,

Superintendent ri Docurnaus, U.S. Government Printing Office, Mail Stop:
SSOP, Washington, DC 20402-9328.

National Ibehnied Information Service, Springfield, VA 22161
(AD-A102 387/8. MP $3.50, HC $5.50).

Name of organization, a street address ca. box number is required, along with
the city, state, and Zip code: non-U.S. sources should include the name of
the country.

UNIPUB, 4611-F Assembly Drive, Lanham, MI) 20706 (S1L95Maryland
residents add sales tax).

Association of Governing Boa* of Universities and Colleges. One Dupont
Circle, Saito 400, Washington, DC 20036 ($12.95 members;
$14.95 non-members).

ERIC Processing Manual V-42 June 1992



CATALOGING AVAILABILITY

NON-U.S. SOURCE

MISCELLANEOUS

INDIVIDUAL

LOAN

MULTIMEDIA
COLLATERAL MATERIAL

MULTIPLE SOURCES

VOLUME DISCOUNTS

Ube
REPRNTS OF CUE ARTICLES

DISSERTATIONS/THESES

ROLM, Roskilde Univasitetscenter, bus 21.2, Postbox 260, DK-4000
Roskikle, Denmark.

ClaCD, 2, rue Make Pascal, 75755 Paris CEDEX 16 Rance (10 francs).

Walter Jones, P.O. Box 959, Huntsville, AL 35805
($7.50, while supply lasts).

MIC/CRESS, Box 3AP, Lu Cmces, NM 88003 (cm ken).

Conununication Skill Builders, 3830 I& Bellevue, P.O. Box 42010.
Tucson, AZ 85733 ($150, kit includes 2 VHS videotapes,
Catalog No. 3314).

Internatkmal Reading Association, 800 Barksdale Road, P.O. Box 8139,
Newark., DE 197144139 ($1.75 popaid); ERIC Clearkighowe on Reading
and Communication Skills, Indiana University. 2805 E. 10tb St., Suite 150,
Blomningion, IN 47408-2698 ($1.75).

New England Rood of Ifighet Eduatim. 45 nipple Place,
Boston, MA 02111 ($1Z non-profit organizations, 9 or more $5 each; others,
ova 9 copies, $10 each).

Ufl

[NOTE: CUE computer system automatically expands this to *Reprint
UNG".]

University Microfilms, 300 North Zceb Road, Ann Arbor, MI 48106
(Order No. 91-22343).

[NOTE: Do not cite UNG prices.]

2 (4
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CATALOGING CH ACCESSION NURSER

BA CLEARINGHOUSE ACCESSION NUMBER

"Iltr
4...ks,awzgls"-

".4 :Nz.sst.t.

TYPICAL MIRY (RIE)

TYPICAL ENTRY (CUE)

a. General

CILTMI23456

CIUM543210

The Clearinghouse Accession Number is assigned by the ERIC Clearinghouses during their input
processing, using the two-character alphabetic prefixes which identify each Clearinghouse, followed by six
nmneric characters. (See Figure V-9 for a complete list of Clearinghouse prefix assiginnents.) This Accession
Number is tenvorary in that it provides identification by Clearinghouse for each record sad an in-process
control number for use in all technical processes up ma the final ED or EJ Accession Ntunber is assigned.

Each file has a separate range of numbeng normally the range of Clearinghouse Numbers used for RIE goes
through 499 999 and the range for CUE begins at 500 000. Assignment of numbers should be continuous and
should not skip with a new contract or calendar year.

The Clearinghouse Accession Number is entered in packed form and without spaces, as shown in the above
entries. ft mast always be the first data ekment in the renew. The Number Egg be present on a record in
order for that record to be ensued into the ERIC computer system. It is the key element that distinguishes one
set of data from another. Data being processed without a Clearinghouse Accession Number or with one in an
incorrect format (e.g.. mar in the prefix, too few digits, etc.) will be trusted as part of the immediately
preceding record. Data being processed with a Clearinghouse Accession Number that duplicates a previous
number will overlay the previous record. For this reason, two =tunes must never be assigned the seine
number. Clearinghouse Accession Numbers must be unique, sequentially assigned numbers.

For both RIE and CUE, the Clearinghouse Accession Number is used as the basis for assignment of the
ED and ET rumbas; that is, the records are sorted numerically by Clearinghouse Number and then the ED or
EJ numbers assigned. Hence, related items must be in sequential wrier adjacent to each other for them to appear
in the database, abstract journal, and microfiche next to each other.

246
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CLEARINGHOISICS-A COMPLICIT LIST (WITII MIMS)

PRZFUL CLEARINGHOUSE STATUS

AA ERIC Facility Contractor (For RUl) CUE Publisher (For CUE) Current

AC Adult Education Merged UM) CE in 1973

Linguistics Merged into FL. in 1971

Adult, Career, and Vocational Education
(including input cf Atilunct ERIC Clearinghouse for Consumer
Education, since June 1991)

Current

Counseling and Personnel Services

Reading and Communication Skills Crimea

EA Educational Management Current

EC aml Gifted Marken Current

EF Edwational Facilities Merged imo EA in 1970

EM Educational Media and Thchnology Merged into IR in 1974

F'L Imiguages and Linguistics (including input of Adjunct ERIC Current
Clearin)ouse on Literacy Education for
Limited-English-Pmficimu Adults, since September 1989)

Irtgher Edwation

IR Information Resources Current

JC Junior Colleges Current

LI Lamy and Informadon Sciences Merged into IR in 1974

PS Elementary and Early Childhood Education Current

RC Rural Education and Small Schools Current

RE Reading Merged into CS in 1972

SE Science, Mathematics, and Envituunental Education Current

SO Social Science/Social Studies Education (including input of Current
Adjunct ERIC Clearinghouse for Art Education and Adjunct
ERIC Clearinghouse on United States-Japan Studies, since
March 1990)

SP Teacher Education

TE Teaching of English

Current

Merged into CS in 1972

TM Tests, Measurement, and Evaluation Current

UD Urban Education CUITeat

Vocational and Thchnical Education Merged into CE in 1973

FIGURE V-9: ERIC ClearinghousesA Complete List (with Prefixes)

ERIC Processng Manual
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CATALOGING CH ACCESSION NUMBER

b. RIE Documents

(1) Clearinghouse Accession Numbers May Be Re-Arranged

For the RlE portion of the database, the Ckarovhouse Accession Number typically is placed on a
document at the tune k is selected for inclusion in the &dabs= the item is also entered on the Acquisitions
Data Report (ADR) at about the same time. These Wiens generally take place befoie cataloging and
abstracting. If, after die assignment of a number, a document is determined to be part of a series or to be
out of sequence in its series, the Clearinglrouse Accession Numbers should simply be changed around to
reflect the natural order of the series.

It is important to realize that even if the Clearinghouse Accession Numbers have already appeared in
the ADR, they can still be re-arranged within a series. From the user's standpoint it is always better to
have misted dociunents, especially documads in a series, announced in their natmal sequence. If that
means changing a number assignment, then that should be done. Clearinghouse numbers am not inunutable
just because they have bees assigned. They should be regarded as merely a means for entering documents
into the database. At no time does the ERIC compta system check Ow Clearinghouse Accessimi Ntunber
cm the humming msume against the in-process ADR file.

(2) Clearinghouse Accession Numbers Should Not Be Re-Used

If a document is pulled permanently from procmsing for any mon, the Clearinghouse Accession
Number should not be re-used. Re-use d nmnbas can cause many problems with internal recordkeeping.
There is no requirement that Clearinghouse Accasice Numbers be *gaplesre; such a requirement would
be impactical because docmnests ate frequently removed afta accessicming when they are found to be
duplicates, to have reproducibility problem& etc.

(3) Number on the Document and on the Resume Must Agree

Frkw to the completion of final processing, the Clearinghouse Accession Number on the resume should
be checked against the number on the document and any discrepancies corrected.

c. OJE Articles

Because Clearinghouse Accession Niunben for CUE journal articles are not mated in the same fashion
as they are for RIE documents (i.e., typically the numbers used fa CUE are tracked using dm shipping sheets
for each journal) or because the numbers may not be assigned until just prior to final processing, it is relatively
easy for a Clearinghouse to inadvertently use Clearinghouse Accession Numbers more than once. If a
Clearinghouse detects duplication after transmission of the records, it should contact the Facility. However.
since the data for CUE only remain at the Facility for a week before being sent to the CUE Fublisha, duplicates
detected after the first week should be reported directly to the CUE Fublishet

As was noted earlier, the use of the same Clearinghouse Accession Number on two different items will
cause the second occiurence to overlay the earlier input. In RIE, overlaps usually just affect the two records
directly involve& In CUE however, where all articles from a particular journal issue are assigned sequential
Clearinghouse Accession Ntunber& overlays will have an impact on the entire group of accessions.
Consequently, CUE overlays require all the items from two different journal issues to be removed until the
numbering problems can be resolved. Tharfore, it is especially important that Clearinghouse Accession
Nurnbers assigned to journal articles be carefully reviewed during cataloging.
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CH ACCESSION NUMBER CATALOGING

SUMMARY OF SIGNIFICANT RULES

1. Clearinghouse Accession Mambas am made up cd' the standard two-character prefix' identifying each
Clearinghouse, followed by six numeric chant:Sas, all in packed form, e.g., "111123456."

2. Clearinghouse Accession Numbers are unique, sequentially assigned numbers and two documents may not be
assigned the same numb=

3. The Cleminghouse Accession Number on the document and on the resume must be in agreanent.

4. Documents appearing in a sequential series cy in multiple volumes should be assigned similarly sequential
Clearinghouse Accession Numben (assuming they are to be in the same issue of R1E), e.g.,
Vol. 1 = AA001234; Vol. 2 = AA001235; Vol. 3 = AA001236.

5. When referred to within other ER1C records, Clearinghmse Accession Numbers are cited in the format
"AA 001 234."

Clearinghouse prefixes ate established by the ERIC Plogram Office and historically have remained stable
despite later name changes or assignment to a new contractor. Only ma* Clearinghouse consolidations have
brought about prefix changes.



CATALOGING CONTRACT/GRANT NUMBER

B.T CONTRACT/GRANT NUMBER

TYPICAL ENTRY (RIE Only)

a. General

The Contract Number and Grant Number are the alphanumeric tags assigned by a sponsoring agency to
designate the financial support given the work or research reported in the document. Prior to the January 1991
RIE (ED 372 286), ERIC had two separate fields, ow for Conitact Numbers and me for Grant ?timbers.
Fonnerly, a distinction could be made between Giants and Contracts in that the scope of work of grants was
usually broader and mom general and did not contain lists of specific tasks and deliverables. A contract, on
the other hand, usually specified cettain tasks cc contract-deliveralie items, and the contracting agency
monitored the effort to ensure that all contractwal obligations were met. Over time, the distinction between the

two has become "fuzzy* and adiational funding instruments have been introduced (e.g., *cooperative
agreement?). All types of funding thstruments are now recorded in the Contract/Gant field.

If a funding number does not appear in the document, it may be stviplied by the cataloger, if the
information is readily available from another reliable source. However, research by the cataloger for this

purpose is optional.

All Contract/Grant Numbers that appear on documents accessioned for input to RIE are to be cited in the
Contiact Number field". Regardless of nomenclature, all alphanumeric identifiers wiggled by a
supporting/sponsoring agency should be cataloged if they telate to funding (do not confuse these designators
with project numbers). Because there is an ever-expanding vatiety of funding anangements, catalogers should
simply record these funding numbers rather than attempting to determine if they are true contract/grant numbers.

Most Contract Numbers will have alphabetic prefixes serving to identify dte sponsoring agency: these
should be captured whenever available as they senfe both to identify the Contract Number as to its source and
to gmup together in printed indexes the various Contract Numbers of the cme agency. Typically Grant
Numbers have a "G" prefix followed by a numeric string.

"Through June 1916, the Contract Number field was testricted to Office of Education and National Institute of
Education contracts.
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CONTRACT/GRANT NUMBER CATALOGING

Howevu, since some U.S. Government agencies have contract numbaing systems that do not involve alpha

prefixes, it is necessary to permit also the capture of Contract/Grant Numbers that are ptutly numeric. The

general rule is to capture the Contract/Grant Number as k appean on the decuman.

Do not use the word '`Contmct." This call-out will be inserted in the RIE announcement by the computer
system.

b. Patterns in Government Csatract Numbers

At one time there were various stable pagans in the Government funding mambas of mator agencies that,
when known, helped to simplify the job of cataloging them. However, funding number formats, for the moat
part, no longer =bait these patterns or, when they do, the patterns may be short-lived. The situation is funbo
complicated because the coMractor/grantee organizations receiving the fumfing are not consistent in how faey
record the twang numbers on their publications. For these masons, catalog= should generally record the

numbers as found.

c. Office of Educational Research and Improvement (OERI) Centred Numbers

Contract Numbers emanating from OERI currently extulit the following format

C0NLRI88062001

with the standard prefix KW" and no spaces between the RI and the rest of the numbet

2 5



CATALOGING CONTRACT/GRANT NUMBER

SUMMARY OF SIGNIFICANT RULES

1. Catalog my and all funding nmnbers, including Grant Numbers, appearim an the document

2. Multiple Contraet/Grant Numbers must be sepruated by a semicolon and a space.

3. Alphabetic prefixes identifying the Sponsoring Agency arc desirable and should be used when available.

4. Do not confuse Project Numbers sad Report Numbers with ContructrUrant Numbers.

5. Contract/Grant Numbers may occasionally appear on certain kinds of documents (e.g., speeches, conference
papers) for which no papering institutics or sponsoring apncy is given. This fact should not prevent the
cataloger from capturing the valid Contract/amg Nmnba infomation that is available. However, under normal
circumstances a CagractMeng Number implies beth a preparing instingion and a sponsor, and the cataioger
should make an effort to identify both.

6. The puts of a Comm:I/Grant Number should be separated from each other by hyphens (unless the number
specifically uses another special character, such as a slash). Blank spaces in a Contract/Gram Number should
be replaced by hyphens. No blank waces are permitted.

7. Generalized statements of finaacial support or sponsorship should not be entered in the Contract/Grant Number
field, but rather described in the Note field, if felt by the cataloger to be significant, e.g., "NOTE_Sponsceed
by tbe civil rights affiees al California and Nevada"

8. OERI Contract Ntunbers currently exhibit the format "RI9l00000,* with an iltr prefix and no spaces between
the prefix and the rest of the munber.
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EXAMPLES

SINGLE CON1RACT NUMBER

SINGLE GRANT NUMBER

MULTIPLE FUNDING NUMBERS

CONTRACT NUMBER WITH ALPHA PREFIX

CONTRACT NUMBER WTTHOUT ALPHA PREFIX
SUBDIVISIONS OF CONTRACTS

OERI

N00014-79-C-0323

6008700-345

MDR-8470342; R188620012;

DOT-HS-6411336
NCES-RS-8800-300I
HRA-231-90-0032
ADM-047-34700

400-80-0060
400-84-0000-P-5
400-84-0000-P-6

R188062001

00098a1226

25,3



CATALOGING DESCRIPTORS

B.8 DESCRIPTORS

TYPICAL ENTRY

IDESC_*Career Planning; *Demand Occupations; *Employment Opportimitiete Vocational Education;
Postsecondary Education; *Employed Women; Career Conine ling

a. General

This field is reserved for the entry of valid Descriptors, which me defined as indexable (Main) terms
appearing in the Thesaurus cf ERIC Descriptors. nitAlmagaggedethEMant= Other terms that
appear in the Thesaurus, such as Used For references (from Synonyms to Main Mums) and Invalid Descriptors
(former Descriptors that haw been discontinued and that have their 1ife spans indicated by beginning and
ending dates in parentheses), may not be used in this field. InsMictions for Indexing appear in Section VII of
this Manual. Instructions for hrtrodming new Descriptors appew in Section VIII, Part 1, of this Manual.

b. Indexing Depth

As a general guide, the average number d tenns assigned documents in RIE is twelve (12), and this is a
reasonable average. Sonic documents will require more tarns for adequate indexing, and many will require
fewer. Since RIB documents are, on the average, considerably longer than articks in CUE, the number of terms
assigned to documents is usually greater than the number assigned to articles. The average mnnber of wrms
assigned an article in CUE is ten (10). Use of the most specific applicable Descittors will generally permit
staying within reasonable limits.

e. Major Descriptors

Major Descriptors are those that indicate the primary subjects of the document/article. Major Descriptors
are tagged with a preceding asterisk (*) on the resume (and in the emnpner record). All index terms not
preceded by an asterisk are automatically considered *Minor" for that document. Any index term may be Major
or Minor, depending on the document/artkle.

4. I
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DESCRIPTORS CATALOGING

The purpose of tagging Weir Descriptcss is to:

Identify those Descriptors that are to become entries in the RIE/CIJE printed Subject Index.

Identify the principal subject(s) in the documentiarticle for users scanning reaunes Cm RIFICIJE, on
mieroildm. or via computer scathing) thereby providing information helpful in the evaluation and
determination of Mena references.

Permit discrimination in computer searching between ma* atd minor subject indexing.

AT LEAST ONE MAJOR DESCRIPTOR MUST BE ASSIGNED. The guidelines allow either:

a maximum of 6 Mak( Descripkes and 1 Major Identifier;

Or

a maximum of 5 Major Descriptors and 2 Major Identifiers.

AT NO TIME IS THE NUMBER OF MAJOR DESCRIPTORS TO EXCEED SIX (6), EVEN IF NO
MAJOR IDENTIFIERS ARE USED. The total number of all MAJOR indexing .tenns (Descriptors and
Identifien together) may net exceed seven (7).

Since a least cee Major Descriptor must be assigned to each record, this ensures at least one subject route
to the record via the printed indexes. The rule restricting the total number of major indexing tams is necessary
in order to keep the printed indexes from becoming excessively large.

d. Tulucational Leveling Urns

All documents and mticles must be tagged with Descriptors indicating educational level, if they deal with
a specific level. (See Section VII +I this Manual.)

e. Publication Type Terms

Descriptcas that duplicate exactly the names of Publication lype categories, may not be used as index terms
(either Major or Knot) unless the concept is genuinely the subject et the document (and not just its form).
(See Figure V-13.) The 72 Descriptors so limited are discussed in greater &tail in Section VII of this Manual.

f. Format

Each Descriptor, except the last, is followed by a semicolon (the standard sultheld delimiter) and a space.

The only punctuation permitted in the Descriptor field (other than the subfield &limiter) are parentheses.
which are used to set off patenthetical qualifying phrases.

There is no requitement for any particular order or sequence of Descriptors, and Major Descriptors do
not have to precede Minor Descriptcss, or vice versa.

2 5 5
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CATALOGING DESCRIPTORS

Descriptors are to be spelled exacdy as they appear in the Themang (Working Copy). Spacing of
muki-word Descriptors must ma= precisely to that hi the Thessitrus.. e.g., "Chock Lists' not
"Cbschilsts"; 'Programing (Broadcast)* not "Prognmming (Broadcastr; "Postsectifidary
Educadon" not "Post Secondary Education."

Descriptors are normally entered with the first letter of each wad capitalized. Articles, prepositions,
and conimictions are Kt capitalized when used in Descriptors, sties they war as the first word,
e.g., "Adjustment (to Environment)," 'Food and Drug Inspectors,* "Off the Joh Training*
(see Figure vu.n. entided "Capitalization of ArticlesraijimctionsRreposhions in Desmiptas and
Identifiers" in Section VII, "Inciezthig" of this Mamial).

The formally published edhion of the Thesmirm is pepmed in wpm and lower case. The internal
compiam-printed *Waking Coo," edhion is, however, pined in all upper case and terms must,
therefore, be converted to uppm/lower case format by the indexer at the time of indexing. One should
index from the "Working Copy" since the formally published edition rapidly beccines out-of-date.



DESCRIPTORS CATALOGING

SUMMARY OF SIGNIFICANT RULES

The mks for the selection of Descriinors in the indexing process are covered in detail in Section VII of the

EPM, ckuriing with Indexing" The rules far the intioducticm of new Descriptors are covered in &tail in
Section VIII, Part 1 of the EPM, dealing with Wocabulary Development and Maintenance." Therefore, the rules

covered here have been zestrined to those pertaining to the data why of Descripton.

1. The Descriptor field is a mandatory field fir both RIE and CUE.

2. Descriptors used in the indexing process mast be in the Thesaurus of ERIC Descriptors and must be spelled and

spaced exactly as they appear in the Thesaurus.

3. Descriptors expressing the "major" subject matters of a document/article must be preceded by an asterisk (4)
in Met to distinguish them from the less substantial or "minor* topics, and to designate entries for the printed

subject indexes.

4. At least one (1) main. Descriptor must be assigned to each ERIC retxml; not more than five (5) major
Descriptors are permitted for each record (six if only one or no major Identifier is used). The total number of
assigned Descriptors is restrkted by the field size of 700 characters, hicluding punctuation and space.

5. Multiple Descriptors me separated by semicolons, followed by a sPace.

6. If a document is concerned with a particular educational (grade/academic) level, the indexer must Provide a
Descriptcr iorlexing the document to that level. (See Rgure VII-2 in Secrion VII, entitled

"Mandatory 'Educaticeal Lever Descriptors.°)

7. With the exception of certain popularized acronyms (e.g., DNA. FLES, etc.), Descriptors are written with initial

capital letters. Except when used as the initial word, articles, prePositions, and conjunctions are notcaPitalized

in a Descriptor.

8. Descriptors are written without punctuatiou or special eharacten, with the sole exception of puentheses (used

to enclose a qualifier).

9. Descriptors that duplicate exactly the names of Publication Type categories may not be used as index terms
(either Major or Minor) tmless the concept is genuinely the subject of the document (and not just its form).
(The 22 Descriptors so limited are listed in Figure V.13.)

10. There is no requirement for Descripton to be entered in any particular order m sequence. Le., Descriptors do

not have to be entered in alphabetic sequence and Major Descriptors do not have to precede NM' Descriptors,
or vice versa.



CATALOGING DESCRIPTORS

EXAMPLES

For examples of Descripbx entries, see examples in 'Indexing" (Section VII of the EPM).



CATALOGING GEOGRAPHIC SOURCE

13.9 GEOGRAPHIC SOURCE

TYPICAL ENTRY (RIE Only)

a. General

GEO U.S.; Indiana

The Geographk Source field is intended to indicate the country of origin (usually the place of publication)
of a docinnent. The data element answers the basic question *Where did the document come from?* Usually
the country a origin is identical to the place of publication.

For the four primary English-speaking comities, which provide the bulk of the input to ERIC, the
cataloging is extended to the state or provincial level:

United Statesthe states, District of Columbia, and possessions (America Samoa, Guam, Northern
Mariana Islands, Pueno Rico, Virgin Ishmds).

Canadathe provinces and territories: (Alberta, British Columbia, Manitoba, New Brunswick,
Newfoundland, Northwest Thrritories, Nova Scotia, Ontario, Prince Edward Island, Quebec,
Saskatchewan, Yukon Territory).

United Kingdomthe four major units comprising that country: England, Scotland, Northern Ireland,
and Wales.

Australiadie major divisions of that country: New South Wales, Northern Ittritcay, Queensland,
South Australia, Missnania, \icy:6a, Western Australia, and Australian Capital TerritorT.

If it is necessary to deteimine the state, province, or territory of a given city, an authccitative gazetteer should
be used. Except for the four countries above, all other entries in this field are at the country level and are not
further subdivided.
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CATALOGING GEOGRAPHIC SOURCE

(5) Change in Author's Location

The location of an au:hor may change between the time a dacument is prepared and the time a
document is submitted to MX. The location et the Naha cited on the document at the time a document
was prepared should be cataloged. Do not use the author's new location tmkes the original location cannot
be determined.

(6) Corporate Author (Frew* Institution) Laced= vs. Author's Location

Documents produced by organization with established location froptendy are prepared by authors
located elsewhere. The location of the Corporate Author (Institutkm) takes pecedence over the individual
author. For example, dootments prothsced by the National Education Association (NEA) located in
Washington. D.C. will be cataloged as "U.S.; District of Columbia."

(7) Document Distribution Location

Organizatkins such as NEA and UNESCO sometimes have a distil:tut:ion point which is not in the
same place as the organization itself. The location of the distributor should not be considered the
Geographic Source.

Ns. Government Agency Location

Federal govenunent agencies typically have their hesulquareets in Washington, D.C.; however, mahy
-A 'he divisions as well as regional offices troduchig documents are located elsewhar. The Geographic
7Auce should be that of the location of the division or regional office producing the publication and not
the locatkr. headquarters in Washington, D.C.

(9) Anaiytics

Documents such as confezence proceedings, collections et commissioned pawn, etc., which are
analyzed as separate accessions, in addition to being waned in their entirety, should be trested exactly as
they would be as separM papers. The entire poceedings or collection should be cataloged with the
Wake of the publisher or corporate some; the analytics should be cataloged in accordance with the
respective sabots' affiliations. If the location of the individual sailors is not provided, then the location
of the publisher or corporate source may be used; sabots' affiliations are usually listed in the prefatoy
mailer or appendix of the parent document or in the individual document itself.

e. Typical Errors in This Field

RIE processing staff should be on the alert for several errors that occur regularly in this field:

assignment of a city instead of a state or province;
assigtunent of Africa. a continent, instead of a country in Africa;
assignment of multiple countries;
assigmnent of China (i.e.. mainland, Peoples Republic) for Taiwan (nationalist China);
assignment of Ireland for Northern Ireland.

1. Historical Background of Data Element

This data elemec.: was added to the ERIC file beginning with the January 1979 issue of RIB (ED 157 988).
It is not used in CUE.
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GEOGRAPHIC SOURCE CATALOGING

SUMMARY OF SIGNIFICANT RULES

I. The Geographic Source field is used to indicate the country ci cdgin of the document. It should not be
confused with the subject Duna of the document.

2. Country names are cited in the same fikmat in which they appear in the Geographic Authority List.

3. For purposes of the GEO field, the four principal English-speaking countries (U.S., United Kingdom, Canada,
Australia) are subdivirkd to the state, province, or territory level.

4. Individual papers presented at conferences should be klentified with the geogsaphic location of the principal
author.

5. Analytics should be treated as individual papers, each potentially from a different location, and should not all
be identd with the Geographic Source of the parent docummt.

6. When there are multiple authors, each from different locations, and no other clues as to where the document
came from or was published, use the locafion of the prime/principal (first listed) author.

7. The Geographic Source field is not used in CUE.

Jane 1992
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B.10 GOVERNMENTAL STATUS

TYPICAL ENTRY (RIE Only)

& General

GOV_Federal

Governmental Status is intended primarily to indicate whether the document is a publication of a Federal,
State, or Local (Le., City, County) governmental body in the United States and its tenitories. Outside the United
States, governmental documents are cataloged as either "Forrige or international'

b. Governmental Documents within the United States

Legislative, judicial, and executiveiregulatory agencies are defined as governmental in this context.
Commissions formed under executive authority or legislative mandate are included. Schools, colleges,
universities (and districts or systems of such institutions) are excluded, even if tax-supported.

The document must be an official production of the governmental body involved. Contactor reports are
not to be considered governmem documents unless they have been issued under the auspices of the agency
involved, e.g., complete with seal, agency imprint, agency logo or other official indicators. Publications from
the National Center fa Education Statistics (NCES) are frequently issued in this manner.

Non-official papers and cpeeches of government employees am not normally considered government
doetunents. However, papers, speeches, testimony, etc., of governman officials acting in their official capacity
am considered govenunent documents. For example, testimony bd.= the House Appropriations Committee
on behalf of the Department's budget by the Secretaw or Undersecretary of the Department of Education would
be considered a government doctunent. Documents published by more than one level of government (e.g., state
and local working together) me to be classed at the highest level involved.

2 1;
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FOVERNMENTAL sr-177s CATALOGING

(I) Exclusion of Selma's, Colleges, Universities

At the time the field was established, a decision was made to exclude schools, school systems,

colleges, and universities fivm the GOV field. The minim of incividual schools far exceeds the number

of regular governmental agencies in any one jurisdicdon; because ERE contains a large number of

documents emanating from schools, school systems, and school districts, if they wae all coded as

governmental, they would swanm the category and inevent the retrieval of the woks of specks =molly
thought of as governmentaL In aklition, without research it is sometimes difficult to determine whether

a given school is state or local, public or private, tas-supported or not, and schools do not govern or

regulate in the same sense as OW tax-supponed agencies.

(2) Authorities for Determining Governmental Units

There are several reference arshorities available for determining if an agency should be considered

governmental agency in the United States (including Federal. State, Municipal, County). Among those in

use by the ERW Facility me:

United States Government Marutal (issued annually);

Federal Yellow Book (updated quarterly);

State Yellow Book (updated quarterly);

Directory of State Education Agencies (issued annually); and

Municipal Executive Directory (updated semiannually).

c. Governmental Documents Outside the United States

Non-U.S. governmental documents emanating from a foreign country are cataloged as "ndeige without

distinguishing further sub-levels. However, d1C fiRMC eXChiSiOn of schools, colleges, and universities applkd

to U.S. doctrine,* alro applies to foreign documents. It may be difficult to determine in Kane cases whether

a given "Foreignw document is govenunental or not. Unless there is a strong ream to believe it is a
govermnent document, do not catalog it as such.

If a document is a product of a multi-govenunental body, such as the United Nations (or its constituent

organizaticms), Council of Europe, etc., it should be cataloged as IMernational." International crganizations
not comprisel of govenunents should be considered non-governmental and should have no entry in this field.

Among the reference authorities used by the ERIC Facility me:

Canadian Directory,

Whitaker's Almanack (United Kingdom); and

Statesman's Year-Book (international).

2 b
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CATALOGING GOVERNMENTAL
STATUS

d. Permissible Urals

The only pennissiile terms in this field arc

Federal,
State,
Local,
Foreiwk,
International.

All other variations are invalid, e.g., Federal Government, County, etc.

e. Historical Backgroso(

This data element was added to the ERIC file beginning with the January 1979 issue of R1E (ED 157 988).
It is not used in CUE.

L-36e
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GOVERNMENTAL STATUS CATALOGING

SUMMARY OF SIGNIFICANT RULES

1. Documents issued by governmental bodies must be coded in this field. For non-govermmental doormats this

field will be left blank.

2. The pennisale entries in this field are:

for domestic documents: Federal, State, Local

for non-doinestk documents: Foreign, International

3. Schools, colleges, universities, etc., are, for purposes of this field, not regarled as governmental. even if

tax-supported.

4. Com* Ictor reports are not to be considered the official publications of government agencies, unless issued under

the official imprint of the government agency for which they were done.

ERIC hocessing Manual V-70 June 1992



CATALOGING GOVERNMENTAL
STATUS

EXAMPLES

DOMESTIC (Lc, UNITED STATES)
FEDERAL GOVERNMENT

(e.g.. Office of the President
Departments of Education and Health
& Human Savices, National Science
Foundation, May, Navy. LbralY of
0:egress, Senate, House of
Representatives, Presidential
Commissions. Peace Caps, etc.)

DOMESTIC (Le., UNITED STATES)
STATE GOVERNMENT

(e.g., State Offices/Boards
of Eduadion, Governor's Office,
Commissions, Legislature)
Does not include universities,
colleges, etc.

DOMESTIC (Le., UNITED STATES)
LOCAL GOVERNMENT

(e.g., Mayor's Office, County Dept.
of Health. City Transportation Baad,
lbwnships, etc.)
Does not include schools, school districts,
colleges, or universities.

FOREIGN GOVERNMENT
(Le., NON-UNTTED STATES, ANY LEVEL)

(e.g.. Canada Dept. of Health, Provincial
depamnents of education, etc.)
Do not use for universities, colleges,
or local school systems.

INTERNATIONAL
(Muki-governmen tat
bodies)

(e.g., United Nations. UNESCO, etc.)

NON-GOVERNMENT

Fedetal

State

Local

Foreign

International

[NOTE: Omit field]

2 v;
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CATALOGING IDENTIFIERS

8.11 IDENTIFIERS

TYPICAL ENTRY

a. General

IDES *America 2000; *Noional Assessment of
Erbeatiomd Ptogrest; Illinois

The Identifier field provides for additional subject indexing tams that may be required to index a document
fully, but which are not appropriate for inclusion in the ERIC Thesaurus (or which have not yet been added to
it). Such indexing terms include, for example: projest names (e.g., Project Head Stan), legislation
(e.g., Economic Opportunity Act 1964), titles (e.g., Doctor Zhivago), and new subject terms under consideration
for Descriptor status once their scam, "staying power" in the Identifier *proving ground,' and definition have
been established. Rules and guidelines fa the selection and creation of Identifiers are detailed in Section VIII
(Part 2) of this Manual.

While Identifiers are semi-controlled indexing terms, without the same cross-reference structure as
Descriptors, approved Identifiers me displayed in the Identifier Authority List (IAL). When entering Identifiers,
the IAL (and its supplements) should always be consulted in order to verify the proper brag. Desirable
indexing terms not found in either the Thesaurus or the IAL may be established and used in the Identifier field,
following the guidelines in Section VIII (Part 2).

b. Indexing Depth

The use of Identifiers for indexing cbcuments is optional. Then is no requirement that an Identifier be
assigned to every document. In point of fact, the averaw number of Identifiers per document is less than one.
Use one or more Identifiers only when required to index the document adequately.

C. Major Identifiers

That is no minimum requirement for Identifiers; however, no more than two (2) Identifiers may be
asterisked (*) as major indexing terms in any one record. Only one (1) major Identifier may bc used if the
record has six (6) major DeSCriptOIS. As with major Descriptors, only major Identifiers appear in the subject
indexes of RIE and CUE. The purpose and function of major Identifiers is the mme as for maja Descriptors.



IDENTMERS CATALOGING

SUMMARY OF SIGNIFICANT maxis

1. Individual Identifiers cannot exceed 50 characters in length, including spices bit excluding the asterisk.

2. Identifias may not contain any pimctuation other due left and right parendiaes (t) enclose a qualifia).

3. Multiple Idendfiers must be separated by semicokus followed by a space.

4. That is no minimum number ri kkatitias that may be entered for a given mart the maxinuun number may

not exceed the 500 chancier field limitation.

5. No more than two (2) klentifiers may be asterisked (*) as major subject Jeans for any cme record.

6. Identifias should be entered exactly as they appear in the Identifier Authority Litt (IAL). If new, they should

be structured in accordance with the guidelines of Section VIII (Part 2) of this Manual.

7. These is no requitement for any particular order or sequence of the Identifiers being entered. Similarly, major

Identifiers do not have to precede minor Identifiers, or vice versa.

8. Institutions should not be cited in the Identifier field unless they ire actually the subject of the document.

9. Most U.S. and Canadian organization names used as Identifiers should be followed by a two-character postal

code showing the state/province location of the organization. Far guidance on this rule, see Section VIII

(Part 2).

10. ERIC Digests should have the mince Identifier "ERIC Digests" assigned.

ERIC Piectising Manual

t

f
V-74 June 1992



CATALOGING IDENTIFIERS

SINGLE IDENTIFIER

MULTIPLE IDENTIFIERS
(MAJOR/MINOR MIX)

PERSONAL NAME IDENTIFIER

DOMESTIC INSTITUTIONAL
IDENTIFIER (WITH STATE
DESIGNATION ADDED)

USES OF PARENTHESES

IDENTIFIER CONTAINING
NUMERIC CHARACTERS

IDENTIFIER CONTAINING
ACRONYM

LEGISLATION COURT CASES

ABBREVIATED IDENTIFIER
(REDUCED ID 47 CHARACTERS)

Jaw 1992

EXAMPLES

National Education Goals 1990

*National Assessment of Educational Progress; Kentucky

Douglass (Frederick)

Riverside Unified School District CA

Apache (Tribe)
English (British)
Eason (Erik)

Chapter 766 (Mamachusetts)

Project SPICE
UNICEF

Amoicans with Disabilities Act 1990;
Rodriguez v San Antonio Independau School District

National Assn of State Univ and Land Grant Coll

2:-43
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CATALOGING 1.---71sTrrunori

13.12 MISTITUTION

TYPICAL ENTRY (RIE ONLY)

a. General

1INST B111154321=American Educidion Msociation, New
York, NY. Dept. of Curricuhun Innovation.

The Institutim field contains the name of the organization responsible for preparing the doctunem. In

library parlance this organization is referred to commonly as the *Corpcmne Author or Townie Source.*
Governments and their agencies, societies, associations, institutions, institutes, universities, colleges, contpanies,
commissions, committees, foundations, etc., are all responsibk at one time or another for the production or
imance of documents, and the namm of these capnizations are entered in this field when their documents are
cataloged. Entry in this field indicates maw:1ft for the intellectual creation of the document

b. Determination of a Corporate Author

The Oxporate Author is net a mandatory data element. A document may be simply the product of an
individual operating alone, in which case the INST field would be left blank. However, there ate certain clues
and interrelationships of which the cataloger should be aware:

Contract Numbers (including Grant Numbers), when present, typically imply a preparing Institution.

The existence of a Sponsoring Agency in the document implies a recipient of funding and therefore
a *doer" (usually an organization, but sometimes an individual).

Phrases such as "sponsored by" appearing on a Title page should not always be taken literally. If the
'sponsored by' organization produced the document, then the organization should be cataloged as a Corporate
Source.

2 i 4
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INSTITUTION CATALOGING

(1) Corporate Author vs. Author Affiliation

The =paste author or institution cataloged in this field should not be ccmfused with the adckess
of the Personal Authcr, i.e., the Personal Author's cap/irate affiliation is not necessarily equivalent
to the Corporate Author. ERIC does uot catalog corporate afftions of authors.

(2) Conference Presentadons

No iistitutional some should be cataloged for a conference ma whey Acre is no indleatkat that
the release of the paper was formary conUolled or supported by the corporate affiliation a the author.
An indication that the a corporaft some ma involved with the release would be the Inklicnion of
the paper with a formal cover with the sotace's logo, report number assigned, etc. For example, a
conference paper presented by John &owning of the University a Maryland's School of Education
would not be cataloged vitt' the corporate source as the Univessky's School of Education gam the

paper was issued as a firma report of the School of Educatkm, with a cover, school kigo, repast
amber. etc.

(3) Doctoral Dissertations/Master's Theses

A Doctoral dissertation or Master's thesis normally should not be cataloged with the recipient
institution as the institutional source. However, if the dissertation hes been done as part of a research
projea (e.g., National Science Foundation fimds the univasity to conduct long-term reseatch and a
doctotal candidate is involved with the dissertation being issued as a report of the project), then the

institution would be cataloged. Again, the formal publication, complete with school logo, report
number, contract infmmation, etc., would be an indication of the institution's involvement.
[NOTE: Nova University's practice of issuing its placticum papers wider a standard cover does not
constitute formal institutional involvement in the sense a a corporate author.]

(4) Commercial Publishers, University Presses, GPO

Commercial publishing companies, collegeluniversity presses, the GPO, etc.. are not cataloged as
institutional sour= when acting merely as publishing agents for works that have normal personal or
corporate authors. In such cases, the publisher's name, address, and item price are markt in the
Availability field. A commercial publisher can, however, be a anomie author whea they are
tesponale for the actual preparation of a work, e.g., Marquis, Inc., is the corporate authca of the

standard reference work Who's Who in America.

(5) Sources of Journals, Serials, etc.

Associations, organizations, etc., responsible for the production of a newsletter, journal, etc., are
not cataloged as corporate authors when individual parts Of tbe publication (e-8-..jounial articles) are
entered in RIE unless the organization's involvement with the individual article is specifically stated
(e.g., an organization's formal position statement appears as an article in a journal produced by the
same organization). When an entire issue, volume, etc .. is entered as a single accession, however, then
the responsible ceganizational source is cataloged.

(6) Analytics

Documents entered as analyties (i.e., one complete document such as a proceedings or collection
entered in lis entirety, with individual papers or parts entered also as separate items) should be
cataloged by institution in the same manner as serials discussed above.

17,1
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CATALOGING INSTITUTION

(7) Corporate Saone vs. Sponsoring Agency

Cosparate Authors Amu Id not be confused whh Sponsoring Agencias. Sponsoring Agencies

plovide the fimding ad financial support fix efforts that lead to documents. This is usually date via

contacts or grants ha the Corpotate Author. Sponsoring Agencies are gauntly Govermnent agencies

or famdations and their names are entered in their own field (see Section V under

*Sponsoring Agency").

(8) U. S. Department of Education, Its Subdivisions, and Contractors

Except in a few situations, subdivisims of the U. S. Department of Education are established

under their own names and not under "Department of Education.* Since ERIC Clearinghouses,

Centers, Regional Educational Laboratories, and the hie, are operated under contract to the Department

of Education, they am established under their own name and not under that et the contractor:

Example:

Entry: ERIC Clearinghouse on Information Resources, Syracuse, N.Y.

Not used: Syracuse Univ., New York, NY. ERIC Clearinghouse on Intimation Resources.

(NOTE: Beginning in 1982, all Codes for the Department of Education (ED) and its subdivisions

were assigned a prefix of EDD; this infix alkiws for easy identification of documents

emanating from the units of ED. Searches of online vasions of ERIC for all ED

documents can easily be restricted using this EDD prefix.)

(9) Coutractor/Subcontractor Relationship

Sometimes documents have been prepared by an institution under a subcontract with a prime

contractor for a governmental agency (such as OERI or the Department of Education).

Example:

OERI funded Computer Information, Inc., under contract RI890035 to survey the use of

computers in education. Computes Information Inc., in turn, subcontracted the work to the

Randall and Cromwell Company. When the survey was concluded, the report was written and

prepared by Randall and Cromwell, submitted to Computer Infoimation,which in turn submitted

the report to OERI.

When such a relationship is prominent on the dociunent, both the main contractor and the

subcontractor may tiv considered as institutions responsibie for the work and therefore both cataloged

in the Institution field When the relationship is hidden or buried in the document, the subcontractor

can often be ignored. In either case, OERI would still be the only valid sponsor. Whether the

contractor or someone the contractor hires does the actual work aces not change the fact that a

Sponsoring Agency has issued a contract and will hold its contractor t(Ig the subcontractor)

responsible for what is produced. The primary contractor should not be interpreted as some sort of

Sponsor.

June 1992 V-79 ERIC Processing Mstaisal



INSTITUTION CATALOGING

(10) Consortia

Consortia are entered tmder the name of the consortia only. If the consortia is only housed at a
university, college, or govermnent agency, do not enter the name under the university, etc. When the
entry is made to the Sowce Directory, a cross-refetence to the university, along with a bief note, will
accompany the main entry. The following example ilbstrates such an entry:

NAME_Consortia to Improve Educational Networking, Urbana, IL
UF Illinois Univ., Urines& Commie to Impove Educational Networking.
NOTE Consortia comprised of educaton from bfichigan State University, Indimm
University, and the University of Chicago. Located on the campus of the University of Illinois,
School of Education.

Some consortia do not have a physical krcatimt or a mailing address. In those instances, no
location will be entered with the name.

(11) Organisations wkh Multiple Hosts or Locations

Government-funded centers occasionally may have several host ceganizations and documents may
cary a center name with several locations, each locatint representing a host. An example of this is
the Center for the SU* of Writing with locations at the University of California, Berkeley and
Carnegie Mellon University, Pittsburgh. A pro forma cover or title page typically always shows both
locations; even when the document clearly originmes with only one (in most situations the specific host
is listed atom with the author). (Some of dte covers on documents from multiple-host centers
regularly list four or more organizations.) If the specific location is indicated, catalog only that
location.

(II) Associations with No Permanent Address

Smaller associations may not have a permanent address, but may *float' with the address of either
the current president ct secretary. In those situations, instead of creating a new Source name whenever
an association official changes, only the organization's name is entered and the accompanying note
in the Source Directory will read: "Location varies.*

(13) Organizations (Including Govzrmnent Ageucies) as Issuers & Sponsors of Documents

Contractor reports should be cataloged with the Performing Institution (contractor) as the
"Institution" and the Funding/Supporting Agency (contractee) as the "Sponsor." This should be the
rule whether the document is issued as a contractor document (with contractor name and logo) or as
an agency document (with agency name and logo).

e. CUE Records (Journal Articles)

CUE records do not have an Institution fiekl. In those rare instances whae an organization appears as an
article's *author. e.g.. 'Guidelines for English Teachers," prepared by the National Council of Teachers of
English, the cataloger has two alternatives:

Omit the information altogether.

Include the information in the Note field (see discussion of Note field in Section V).

In any case, organization name information may not be included in the Personal Author field.
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d. Cataloging and/or Establishment of Organizational Names

Organizational names should be cataloged and/or established at a level sufficient to trace the document back
to its source. Large organizaticms, e.g., universities, federal agencies, state departments of education, natkmal
carports:ions, etc., must generally have a relevant subdiviskm in cutler to accomplish this. When dealing with
organizations of modest size (e.g., small businesses in one city. small school systems, most junior/ccaummity
colleges). however, it is generally not necessary to catalog subdivisions.

Documentation for Institutional Names

All organizational names which are cataloged must be supported by data in the document (or in rare
circumstances, accompanying correspondence).

Transient Entities

An entity such as a tempormy or ad hoc committee of a university, association, etc. may exist for a
year or two and then fade from existence, never to be seen again. Rather than clutter up the Souire
Directory with such transient entities, the information may be cited in the Note liekl.

Subunits of Small Organizations

Rather than catalog and/or establish a new name for a subunit of an already small organization, it is
better to catalog under the main organization and, if necessary, cite the subunit in the Note lield.
Excessive subdivisions of a small organization which has few postings should be avoided.

Information about Organization Is Incomplete and Cannot Be Verified sw to Format, Geographic
Location, or Relationship to Document

When there is insufficient information on which to catalog or create a new Institutional Name, the
information may be cataloged in the Note field verbatim, as it appears on the Title Page.

e. ERIC Source Directory

When a Corporate Author is identified for a document, the name of the organization should be looked up
in the ERIC Source Directory. The ERIC Source Directory is an authority list of over 33,000 organization
names to be used in both the Institution and Sponsoring Agency fields. In order to ens= that the same
organization is always cited in the same fashion and to permit ready assembly of consistent printed indexes, all
organization names used in the ERIC system are generally constructed in accordance with Section 2:
"Organization Name" of the Guidelines for Descriptive Cataloging of Reports. A Revision of COATI Standard
for Descriptive Cataloging of Government Scientific and Technical Reports. (See Attachment 3.) (Because
ERIC contains curriculum guides and other types of documents not covered by the above Guidelines, variations
to the COSATI Guidelines by ERIC have occurred and are noted.) Each name is assigned a unique
alphanumeric 70de and, thereafter, the organization name is entered into the system by specifying the
appropriate ((J.: During computer entry of the data, the system extracts the name from the ERIC
Source Directory on the basis of the Code and adds it to the proper 'cord in its standardized form.

All standardized forms are based on the pattern: Largest elementgeographic location (City, State, or
Country)smallest element (e.g., Yale Univ., Hartford, CT. Computer Dept.). Record names of states and U.S.
territories using the standard postal abbreviaon. Canadian provinces are not abtaviated, but are entered within
parenthesese.g., Toronto Univ. (Ontario). For all other countries, include the country's name in
parerthesese.g., Trinity Coll., Dublin (Ireland).
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The ERIC Source Directory (showing both names and codes) is distauted to die ERW Clearinghouses

periodically in three editionte (a) Monthly Cumulative Stcp karats, listing newly established names and codes

developed &ring the processing of the current issues of ME; (b) Unmated Edition, list* all names used
during the most recent five-year periodthis edition is issued annually; (c) Compleft Edition (Arcthival), listing

names ever used (the last cation went through 1986 RIB htput)typically every five years a Complete
edkion containing all names is produced and distributed to all ERIC components. Since the most active names

are in the Monthly Supplements and Thmcated °aims, these editions should always be consulted thst if a
name is not fiaund that, then the Complete editice should be consulted.

If the entity aa be cataloged does not appear in the Source Directoq in the form shown on the docutnent,
akernative arrangements of the name should be checked, since the entry on the document may not conform to
the standardized name form. The monthly supplemaUs should also be checked for recent auries. Duplicate
names, or ckse variants, should be called to the attention of the ME Facility for posslie correction.

NOTE: _ 0.111! !I
;ILL

Lwdjecto tte_jr LMZEL

DEA f
from

on the 1.111111 IL:

...L111._L_ 111-t. use the entry. aeate

Codes should be cataloged carefully, since an error will generate an incorrect sane in die field (if the entx
happens to mak* an existing Code) or it will be flagged by the computer (if the format is in amr). lb help
ensure that the Code requested is the actual name desint. the Code along with the equal sign and its desired
translation is required. When the field is processed, dr computer translation, as well as the requested name,

will appear, thus providing a double-chect

Cataloging should then proceed in accordance with one of the following:

Single Institution Found in Source Directory:

INST_BBB00000=Name of Institution

Two or More Institutions Found in Source Directory:

INST_EBBOOOCIName of Institution; EY1/3814International Reading Association, Newark, Del.

Note that the semicolon delimiter must be used in this field to separate individual entries.

The data appearing to the right of the Code (i.e., *equal" sign, followed by organization name) does not
determine what goes into the record, but the cataloger's intended organization name must be on the input form

to pamit the ERIC Facility editors to check the accuracy of the cataloging and to guanl against the possibility

of transposed characters in the Code. For this reason, the name the cataloger places to the right of the Code

may be abbreviated and need not agree perfectly with its equivalent in the authority list.

e (I
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The organizatim name normally reflects what is on tic document. If existing names do not fit the situation,
they should not be used. For example, assume the Source DiNctory contains the name wAinericim Association
of hada College and assume a document comes in bearing the new name of this caganizatkm, "American
Association of Community and Junior Colleges.' The cataloger may not use the old name but must request that
a new name be established. [If a Clearinghouse has infcsmation concerning when a name has changed or an
organization has moved, that documettation should be sent along with the document so that the older
codex/names can have the information included in their Note fields in the Sourre Directory.]

New names requested in connection with Level 3 documents (where the ERIC Facility has no document)
must be supported by copks of the pages confirming name, location, etc.

Single Name Not Found in ERIC Source Directory

If the institution is not listed in the Source Directory, or if the correct Source Code cannot be
identified, the desired new Source Name shmid still be entered, preceded by an equal sign:

INST_=Maryland State Dept of Education, Annapolis. Dept. of Research and Evaluation.

Two or More Names Not Found in ERIC Source Directory

INST_=Maryland State Dept. ti Education, Annapolis. Dept. of Research and Evaluation.;
=Maryland State Dept. of Mental Health, Annapolis.

This format alerts the ERIC Facility that a new Source Code may need to be created. At the
conclusion of processing, all new Codes are added to the Authority List and its Monthly Supplement.

Mixture of Names Found and Not Found in ERIC Source Directory

If there are several different institutions involved, cue wb appears in the Source Directory (i.e.,
already has a Code established) and one which needs a new Code created, the entry would be:

UsiST_FG10670National Education Association, Washington, D. C.; ;"Yiio State Literacy
Council, Columbus.

Or

INST_Altio State Literacy Council, Columbus.; FGK5670National Education Association,
Washington, D. C.

The order of the names within the field is independent of the way they appear in the document, since
the names will be alphabetized when the database is updated. Keep in mind that the keyword INST
is only keyed once for the entire group of institutions.

Because the data in an entry for a new name will be used to establish the new Code and its translation,
the format of the proposed new name should follow as much as possible the guidelines for Institutions
found in the Attachment 3 to Section V.



INS1TFUTION
CATALOGING

f. Historical Background el Retries in Some Dkectosy

The use of the Source Directory quickly reveals some inconsistencies in entries which require explanation:

Variations in the Abbreviations of Ike MUM a States

When the Source Authority List for Institutional names was originally established, the Abreviations

used for states and tesritories of the Unked States were based on the standatd abbieviations then in

use. Later when two-characterpostal abbseviations came into bang, ERIC adopted their use; however,

names with the old abbreviations were not changed.

The Codes with the older abbreviations, however, we still valid and should be used.

Variadons in Source Code Prefixes

When the Source Authority List was initially compiled, individual Source Code prefixes were created

for each state and country along with some special inches to desigmate Federal governmentnavies
FGIC designated Washington, DO. JIM Illinoire CIQ, California; SFO, Ontario). With over 100

Codes added each month, carating new Codes using these specific designations was labor intensive

and the special prefixes were abandoned in the early 1970s. All new Codes are now assigned simply

in sequential order using the *BBB' prefix; the sole exception is the "EDW. prefix which was created

in 1982 to facilitate computer retiieval of Department of Education documents.

Although the Codes with the special praxes are still valid, if a cataloger finds two similar names, one

with a special prefix and one with a "BBB," it is likely that the "BBB" Code is the later and more

=mate name.

In the case of Department of Education Cadet, the EDD prefixed Codes MUST IN assigneikcb not

ase the older names wijh BBB prefixes. The older BBB prefixed Codes are still in the Authority List

because the records in the database master fik still contain Codes with those prefixes.
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SUMMARY OF SIGNIFICANT RULES

I. The Institution data element identifies the organization having responsibility for the intellectual creaticm of the
document. Multiple resprmale institutions may be cited, each in its own subfield.

2. All Institution names used must agree with the standard established name forms cited in the ERIC
Source Directory. Existing names are entered by means of Codes representing the name in the ERIC
Source Directory.

3. If the Institution name is new and not previously established, it should be formatted generally in accordance with
tlw Guidelines for Descriptive Cataloging of Reports. Section 2: Corporate Author (see Attachment 3). All
standardized names are based on the pattern: largest element-geographic location-smallest element.

4. Responsible institutions should not be confused with the corporate affiliation of the Personal Author or with the
Sponsoring Agency.

5. Institutional names should use the standard two-character postal codes for states.

6. When dealing with organizations of modest size, it is generally not necessary to establish subdivisions.

7 . When requesting that new institutional names be established, the Clearinghouses must provide complete location
information (if not apparent on the document).

8. Approved abbreviations for the generic parts of institutional names (e.g., institute, company, etc.) are listed in
Attachment 3. Fust words of Institution names, however, may never be abbreviated.

9. Entries in the Contract Number field or in the Sponsoring Agency field imply the existence of a preparing
institution. The Institution field should, therefore, generally be cataloged when data are present in these fields.

10. The Department of Education and its units have Codes beginning with the prefix "EDD" and names with
corresponding Codes should be used instead of the older forms beginning with "BBB."



INSTrFUTION CATALOGING

ONE INSTTTUTION
(Listed in Source Directory)

ONE INSTITUTION
(New, Nat Listed in Source Directory)

TWO INSTITUTIONS
(Both Listed in Source Directory)

TWO INSTITUTIONS
(Both New)

TWO INSTM.111ONS
(One Listed in Source Directory:
One New)

EXAMPLES

BBB21707=Cato Inst., Washington, DC.

olumbus Citizens to Improve Education, OK

BBB21707=Cato Inst., Washington. DC.;
JIMI3950=Chicago Public Schools, III.

=Maryland State Dept. of Education, Annapolis.
Dept. of Resorch and Evaluation.; =Maryland State
Dept. of Mental Health, Annapolis.

FGK..5670National Education Association,
Washington. D. C. *Ctio State Literacy Council,
Columbus.
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B.13 ISSUE (OF ABSTRACT JOURNAL)

Thakervced

Field Urm
Fie IdlO No:(11ape)

TYPICAL ENTRY (RIE)

TYPICAL ENTRY (CUE)

ISSJUEAPR92

ISS CIJAPR92

This field contains data identifying the specific RIE or CUE journal issue in which the record was originally
announced. Ile field is assigned by the cotnputer at the Facility or CUE Publisher in the following format

Eight (8) characters arranged in the order as cited:

Journal (3) - Month (3) - Year (2), as shown in the "Typical Entries."

NOTE In the early years of the database, the field varied as to format and was not a validated field.
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B.14 JOURNAL CITATION

TYPICAL ENTRY

a. General

JNL_American School Board Journal: vI78 n8 p39-41 Aug 1991

Journal anicles are independent writings appearing in serials. The Journal Citation field is used to reconl
the bibliographic data for the serial publication in which an article appears. In addition, the field is also used
to record serial information when a complete issue or run of a journal is entered in the database (usually RIE).
The following discussion first describes the features generic to data in both RIE and CUE. Because there are
differences in journal/serial coverage between CUE and RIE, the Focedures fm- each are then individually
described

b. Citation Format

The format for data in the Journal Citation field should be:

Journal litle (unabbreviated) in the first subfield, followed by the identification for the jounal issue and
the article location in the second subfield. Usually the second subfield will consist of volume number, issue
number, inclusive pagination. and date of publication, in that order

EXAMPLE: Any journal title; Vi n1 p2-13 Apr 1992

The Journal Citation &Id should not end in a period. However, journal issues identify themselves in a great
variety of ways and the second subfield should express that identification in whatever terms are necessary.
(See the Examples at the end of this discussion x various non-routine forms.) The second subfield should
always end with the four-digit year of publication. In CUE, in order to avoid redundant cataloging, this data
is used by die computer program automatically to construct a Publication Date (PDAT) field (see discussion
under that data element).

L.)
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The Journal Ilt le should be entered in full unabbreviated farm, with the exception of initial articles (e.g.,
"The"), which are dropped'. The Journal lItle subfield must idua be followed by a semicolon (the standard
subfield delimiter).

c. Abbieviatians and Convenions

The journal article location data in the second subfield should appear as shown in the Examples. The
common abbreviations used are as follows:

v = volume pt = Pait Spr = Spring
n = number suPPI = suPPlement Sum = Summer

= Pages spec iss = special issue Fall = Fail
Ant = Antonin
Wm = Wmter

There should not be any space between the v, n, p abbreviations and the numbers to which they apply.

Months of the year should be abbreviated to the standanl 3-character represetnations: Jan, Feb. Mar, Apr,
May, Jtm, Jul, Aug. Sep, Oct, Nov, Dec. The year should always be entered with the century included
(e.g., 1991, 1992).

Volume and issue infonnation expressed in Roman numerals should be convetted to Arabic in the citation.

The inclusive pagination statement should, in certain situations, dmp initial repetitive digits in the figure
for the last page. This is done for reasons of space economy, but is avoided below "100" and whenever the
article spans from any given hundred range to the next. The conventions to be obsaved ate illustmted in the
following examples:

135

p1-10
p11-14,72-73
p111-14.172-73,401-06
p111-210
p1120-22
p1200-301
pA98-A99
p102s-03s

There is no space after the commas when there is a series of numbers. When the item being entered is an
entire issue of a serial, it is not necessary to specify inclusive pagination, as is appropriate for a single article.

NOTE: Current CUE practice is to specify inclusive pagination for all records, including entire issues
(see Examples).

Through 1970 (the first four years of ME and the first two years of CUE) journal titles were abbreviated
according to ANSI Standard Z39.5 "Periodical Title Abbreviations." Subsequently, the full journal title was utilized.
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d. Journal Articks in CUE

In ERIC, the great majority of journal articles are entered in the CUE (Current Index to Journals in
Education) portion of the ERIC database. These articles are primarily taken from journals covered either
comprehensively or selectively by specific Clearinghouses; a list of these journals may be found in the Source
Journal Index printed in every issue of CUE. In addition, from time to time Clesinghmses process articles
known as *onashots" (from journals not regularly coveted in CUE, but in which a specific issue has
education-related atticles, e.g., Newsweek).

(1) Validation of journal Titles

The CUE Publisher produces an authority list (Source Journal Index) of regularly covered journals citing
the approved journal titles (the most recent update appears in ma monthly issue of CUE). For journals
not on this list, consult Ulrich's Guide to Periodical. All incoming CUE journal titles ate validated by
the computer at the CUE Publisher against the Source Journal Index which is the CUE Authority List.
Wes of journals not validated appear on an exception report which is reviewed by the CUE editors; if
a title is not listed as a soneshor and is not a variant of a title in the Source Journal hider, the
Clearinghouse is contacted for the correct title.

(2) Validation of Citation Format

The computer program at the CUE Publisher checks to be certain that the citation data (volume, number,
pagination, and date) are present and in the ptoper format and sequence.

(3) Source Journal Index (all)

The Source Journal Index (SR), used as the CUE Authaity List, is created from information provided
by ERIC Clearinghouses when they indicate to the CUE Publisher that they will be regularly covering a
specific journal. (Clearinghouses periodically leceive a copy of their input from the SJI to review and, if
necessary, update.) Clearinghouses are cwefted to supply the following information for all entries in SR:

Journal Title;

Frequency of publication (e.g., monthly, quarterly);

Price (e.g., annual subscription, single copies, foreign prices);

Reprint availability through UM;

Reprint availability, in lieu of, or in addition, to IJMII (include complete address and price);

Complete subscription address;

Coverage of journal (e.g., comprhensive ar : ctive) [Comprehensive each issue indexed
cover-to-cover will be indicated by an asterisk in the SR following the Clearinghouse acronym:
selective = each issue is reviewed regularly and education-related articles selected when merited];
and

r
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11.,mwvaria/

ISSN Nunther (this may be located on the cover, title page, or wirso ct the table of conterns); if

unable to locate, check the envy in Ulrich's. If no ISSN exists, this situation should be bitlicated
by adding "No ISSN availabk." ISSN Numbers need not be cataloged in CUE entries (excq* for
"oneshot" journals) became the CUE computer system extracts them from tik STh and hvietts the

pow ISSN in each record.

(4) "Oneshot" Articles

Whenever a Cleariaghouse decides to process a journal on a wonesbor basis (a journal not covered
conpre)easively or selectively), the CUE Publisher needs to be able to distinguish these woneshor items
from articles coming from regularly coveted journal& This facilitates the validation poem against the
Source Journal Index Authority Fde. Ms information mist, therefore, be recorded at input time. The

information is, however, not useful to end users and will be eliminated from the CUE announcement and

from the ERIC Master File. The format for entering this intimation is:

MIL Wisconsin Law Review-, v95 n4 pl1O5-19 Feb 1991; oneshot

The word "oneshor in the third subfield cif the example above is used for internal processing purposes, but

is deleted prior to the Master File update and publication. Note that the word sonahor should be
sepatakd horn the test of the only by a semicolon. NOTE: Publisher availability information for
oneshots should be entered in the Note field and the ISSN added to each resume.

e. Journal Articles, Journal Issues, and Journal "Runs" in RIE

RIE was designed to include documents; CUE was designed to include journal article& This distinction

should generally be observed. It follows ERIC's own product descriptions. The users expect to find the

database subdivided as described.

(1) Journal ArScks

Therefore, journal articles may not be announced in RIE if they have been, shoul0 have been, or will

be announced in CUE. However, journal articles may be entered in RIE if they tneet certain special

miteria,

a single older "classic" or high quality article, from a serial not coveted by CUE at the time of
original publication; no longer eligible for CUE because of its age (several years after original
publication), but highly relevant to ERIC and a desirable addition to the database; reptoduetion

release obtained.

an article reprinted between new covers as a technical report (or as part of a report) few which a
reproduction release has been obtained: not previously covered by CUE or containing additional

material in its new form.

a signifi .-ant article (for which reproduction release has been obtained) appearing in a journal or
serial not coveted by CUE and sufficiently obscure that it could not be expected to be found in
conventional library systems.
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-

If a Clearinghouse discovas that a journal article in its awe was overksdred in a journal regularly coveted
by another Clearinghouse, there is no prolulition against the first Clearinghouse admitting the missing
article to CUE as a "oneshot."

Journal articles hi RIR input ate checked by the Facility against the Somme Journal India am. If tlw title
is found in SA, the itan is mnoved from processing and returned to the Clearinghouse. If the title is not
found in SJI, but is determined to have UMI availability or to have a circulation of significant size (several
thousand), then it is also removed from processing and returned to the Clearinghouse for cousidennian as
a "oneshot.' In no circumstances way a journal article be submitted for RIE at Level 3, since Level 3 is
the equivalent of CUE ',messing.

(2) journal Issues

CUE processes material at the article leveL RIE ;accesses material at the mceographic level. In the
case ci a "theme" issue ot a journal, in which all articles in the issue deal with a single unified topic, and
which can be treated as if it were a repart cr monograph on the thane abject, ft is best to process such
an item in RIE (assuming reproduction permissicm can be obtained). Journal issues dist are not theme
issues should be processed at the stele level in CUE

(3) Journal "Runs"

If a serial publication is relatively rare cc obscure cc very specialized, is not available from UMI, and
it is unlikely that it would be subscribed to by very mmy university/college libraries, then R1E processing
(with its archival microfiche process) should be considered as a useful way to make the serial available to
MO. In such cases, it is essential that reproduction permission be obtained (otherwise ME psovides no
advantage over CUE) and that at least a year's worth of the serial comprise the accession (in order to avoid
the proliferation of clone-hie entries).

(4) Compendiums of Journal Artieles/Columns/Features

Regulaly appearing journal columns cc teatimes often have a unit of subject-matter (e.g., Valentine Day
piujects) that argues for their being gmuped together as one item. This kind of accession became popular
during the Pined= Re Pilot Project and continues to be a viable option. A body of matezial fran sevetal
serial issues (peihaps even a year's worth) is assembled and treated as if it were a monograph on a single
topic. It is essential in such cases this reproduction pezmission be obtained and processing take place at
Level 1 or 2, otherwise the matesial has not really been brought together and then is little value in putting
it in RIE instead of its namal home, CUE

(5) Reprints and "To Be Published° Articles

Documents fcr RM sometimes contain notations that they are reprints of a published journal article or
that they will be published in the future. In the case of reprints, the Journal Citation field should be
completed if the document is the actual rewoduction of a published article and contains the page numbers,
jouinal title, and other citation infamatien which can be milled. (Journal citationsare best omitted from
documents which only give a brief notatim of journal publication, since the citation carulot be verified.)
Statements of future publication (e.g., "submitted to ...journar; "toappear in...Journal: etc.) should be
ignored in cataloging as there is no guarantee if or when such publication will occur.

26i)
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1. Theme Thies of Theme Issues of Joarnals (la RIE and CUM

The theme tida of theme issues of jourmls shook' be cataloged in the Tide Gehl (if the entire issue is the
acces4on, as it penally is in RIE) or the Noo field (if an snick from the theme issue is the accession, as it
genesally is in CUE).

g. Dual Coverage (Articles la CIJR; Issue Rum in RIE)

Although under normal circumstances, an item is altered either in CUE or RIE, on occasion dual coverage
may be desirable. For example, individual jetunal articles may be altered as soneshote in CM if these
articles am ham a journal with limited availability (not MI or another large reprint service), then a year's
worth or MOM of the journal may be grouped together and archived as one accession in RIE.

2S6
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SUMMARY OF SIGNIFICANT RULES

1. If the item being cataloged is a journal article cif an issue itt a serial publication, the Journal Citadon field must
be completed.

2. An entry in the Journal Citation field of RIE requires the cataloger to make a corresponding entry of code
080 (Journal Article) or 022 (Serial Issue) in the Publication Type field. However, in CUE processing the
computer aggpi&ay assigns Publication TYpe code 080 to all CUE records.

3. Journal Me should be Maud in unabbreviated fain, with the exception that initial articles are dropped
(e.g., 'WAIN", 4tia"1"). Use the Source Journal Index as the authority for all approved
journal names. (If in doubt about the correct way to cite a new Journal hide, use the standard periodical
refaence Ulrkh's Gidde t o Periodicals.) Journal 'Mies are entered as the first subfield of the field.

4. Information concerning the location of the article within the journal is entered in the second subfield. Certain
abbreviations are pern:Ued in this subfield for standard wads such as Volume, Nurnba, Pages, etc., and for
inclusive pagination containing repetitive digits.

5. The standard format for article location informaion is "v12 n34 p56-78 Jan 1989." For variations on this basic
farmat caused by canplex journal publishing patterns, see the *Exanples." Do not end the Journal Citation field
with a period.

6. When the itan being anent is an entire bale of a serial, it is not necessmy to specify inclusive pagination.
as is appropriate fct a single snick.

Exceion: CUE treats inclusive pagination as mandatory.

7. "Theme* titles applicable only to unique single issues of journals should not be considered Journal Titles, but
should be cataloged in the Tide field (if the entire issue is the accession) or the Note field (if an article in the
theme issue is the accession).

8. "Oneshor journal articla should be identified by having the word "oneshor entered in the third subfield of the
Journal Citation. It will be used fce internal inocessing needs, but will later be deleted from the journal
announcement and from the Master Files.

9. With some exceptions, articles from journals and other serials as a nde are to be announced mily in CUE

251
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Acronymic Journal Title

Conthuting Pagbadon

Date Spans Months and
Years

Day of Month Given

Disdngskilaing Two
Journals with Identical
Titles

Entire Issue Entered as One
Accession*

Issue Covers Mukipk
Months

Journal Titk in All Capitals

Journal Title with Partial
Capitak

Joarnal Title/Subtitk
Combination

Multi-Language Title

Multi* Numbers Assigned
to One Issue

No Month in Date

Non-Eateish Journal Title

Number Only, No Volume

°sabot Article (CUE
Only)

Part in Lieu of Number

Reports. Occasional Papers,
Working Papers, etc. Issued
with Volume and/or
Number (RIE Processing)

EXAMPLES

ELT Journal; v46 n1 p81-91 Jan 1992

Parks and Recitation; v26 n10 p30-37,72 (ct 1991

Community, litelmical, Junior College Journat v62 n3 p21-24 Dec-Jan
1991-92

Chroracle of Higher Education; v38 n16 pA31-32 Dec 11 1991

Adult Erkication
Adult Education (London)

Nurse Educator; v27 n2 May 1992

NOTE CUE treats inclusive pagination as mandatary and would
incorporate total journal pagination in the above example.]

Public Librarieg v20 n6 p350-37 Nov-Dee 1991

NOTE The form Nov-Dec" should be used in lieu of 'Nov/Dec.1

CAUSREFFECP, v143 n4 p25-29,33-34 Win 1991

CD-ROM Pidessional; v5 ni p49-54 Jan 1992

Language and Education: An International Journal: v2 n4 p229-38 1988

Internaional Review of Education/Internationale Zeitseluift fuer
Endehungswissoischaft/Revue Internationale de Pedagogic; v37 n2 211-26
1991

Sex Roles: A Journal of Reseturh; v25 n9-10 p511-20 Nov 1991

Journal of Education; v173 n 1 p91-106 1991

Infancia y Aprendizaje; v54 p41-47 1991

Bulletin of the Council for Research in Music Education; n109 p37-45
Sum 1991

American Heritage; v41 n8 p76-79,81-83 Dec 1990; oneshot

British Journal of Educational Psychology; v60 pt5S p26-32 Feb 1990

TIME_Estimates of Rudiment at Potomac College, 1991-92.
JNL_PC Administrator's Report v23 n3 Fall 1991



CATALOGING JOURNAL CITATION

Run (A Year or More) of a TITLE Center Stag= A Madam' for the Discussion of Teaching/Learning
SerfaP Ideas. Warne 1, Numbers 1-8, 1990-91.

INL Center Stage; v 1 n1-8 1990-91

Scattered Issues Combined Higher Education Review; v22 n13,7 Jan.MarJul 1990
(by Cleariughome) Into One
Accession*

Seatkred Issues (Spanning
years) Combined (by
Clearinghouse) into One
Accession*

Series Designation in Lieu
of Volume

SpecW Issue (in lieu of
volume/number)

Supplement

Theme Issue*

CUE

R1E

Unusual Journal Title

Volume Only, No Number

Year Given as Span of
Years

Year Run of Serial
Combined (by
Clearinghouse) into ODe
Accesdon*

Higher Education Review; v20 n1,3 Jan,Mar 1989 v21 n2,6 Febjun 1990*

Current Population Reports: Series P-27 n52 Sep 1989

Connections; spec iss 2 p7-9 Sep 1988
Educational Journal; v23 spec iss Jan 1989*

Counselor's Information Service; v43 n2 suppl 2 p20-25 May 1988

Theme Issue, Individual Articles Entered

TITLE Education in Braid.
NI, International Education; v46 n3 p25-45 Fall 1991
NOTE Theme Issue: "South American Education lbday."

Theme Issue*

TrIT.E_South American Education ibday.
INLIntemational Education; v46 n3 Fall 1991

[NOIR &tire issue, no pagination necessary in Journal Citation.]

RE:view; I/23 n1 p35-40 Spr 1991

Kentucky English Bulletin; v41 p450-65 Fall 1991

Adolescence; v16 n2 p10-15 1991-92

[NOTE: The form "1991-92 should be used in lieu of '1991-19911

Connect v13 n1-4 Jan-Dec 1988

*Entire issues of serial publications (e.g., theme issues), or several issues grouped together (e.g., newsletter
run), as one accession, me usually only processed hi RM. Entries in CUE are for individual journal articles,
not entire issues cc groups of issues.

2
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CATALOGING LANGUAGE

B.15 LANGUAGE

TYPICAL ENTRY

a. General

LANG_Engliste Spanish

The purpose of this field is to permit searchers to restrict their output to materials in the language(s) they
cal utilize.

The language of the document is to be entesed in the form of the full text ct the name of the language.
A "Language Authority Lists of the principal language names to be used is displayed in Figure V-II. These
namts correspond in format to those typearing in the ERIC Thesaurusor Identifier Authority List, both of which
may also be used as authority lists for this data element.

If II_ LI AL- AAL, .1 4 .11.7, fie A ____14 The computer
prop= will automatically write "English* in this field if it is left blank and no foreign language is entered.
The purpose of this *default-to-English" is to save the Clesinghouses data entry time, since the vast majority
of ERIC accessions are English-language documents.

If the document is in English and in one or more other languages, "English" must be added to the field
along with the other language(s). Non-English documents carrying English absuacts (or abstracts in any
language other than the text) should not be considered to be English language (or abstract language) documents.
An abstract alone should not be used to determine the language of the document.

Documents that are instructional texts in one or more languages peseta a special problem. Typkally such
documents are basically in English, but many amtain large amounts of material in the language being taught
(usually in the form of examples or passages to be rad). Such a document generally should be cataloged as
in the language of its basic instructional text. The examples or illustrative passages in a language-teaching
document are not the basic instructional text of the document and do not contain ks "moose." They would be
moningless without the accompanying text. As a rule, therefore, languap-teaching cbcuments should not be
cataloged as if they were actually in the language being taught. The language being tau& will rather be indexed
as the subject of the document. Documents with large amounts of non-English text may, however, constitute
an exception to this general rule.
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The language of a documat is its vehicle of commit:eke and Amid not be confused with a language
that is a subject ci a document. A language being treated as a subject is Wend in the Descriptor field or
Identifier field.

b. Historical Background ofField

This data element was added to die file beginning with the January 1979 issues o f Raptures in Education
(RIE) (ED 157 988) and Omar index t o Journals in Edscadon (CUE) (El 186 218). Prior U) that time the
langvage of the docianent was noted in unsinictmed, narrative form in the Note field, a plaice that has been
discontinued.

2St;
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CATALOGING LANGUAGE

401101.11=1.

Gummi Kituba Quedma

Albanian Haida Koman Rumanian

Alew Hakim Creole KPene Russian

Arabic Hausa Lao Samoan

Annatum Hawaiian Lain SCMillOIC

Assyrian Hebrew Malay Seneca

Athapascan Hindi Malayalam Serbocmatian

Belizean Creole Hmong Mandingo Setswana

Bengali Hualapai Mandinka Singhalese

Cambodian Huichol MEMO Siswati

Chinese Hungarian Marathi Soninke

Choctaw Hupa Mende Spanish

Cree Igbo Mohawk Susu

Czech Docano Muskogee Swahili

Danish Indonesian Navajo Swedish

Dad Inupiaq Nepali Tagalog

Dibabawon Irish Norwegian Thai

Dutch Italian Ojibwa Tlingit

Edo Japanese Pa Juan Turkish

English Jukun Panjabi Ukrainian

Ewe Kabiye Passamaquoddy Viemamese

Finnish Ka linga Pezsian Wolof

French Kanuri Pima Yoruba

Fulani Kamk Polish Yupik

German Khowar Portuguese Yurok

Greek Kiribati Pubar

FIGURE V.1I: Language Authority List"

17
This lid needs only those languages abrady remained by documesus in 'be clasakuse. It is updated as new languages are indexed.
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LANGUAGE CATALOGING

SUMMARY OF SIGNIFICANT RULES

1. Documarts in non-English languages (or in English and nen-English languagga) must have the names of those

languages =tend in this field (up to a limit of five).

2. If a document is entirely in the English language. this field should be left blank. The computer will then insert

the word "English" by default.

3. Documents that me instructional texts in a given language generally should not be desotibed as in the language

being taught.

4. The names of languages are entered in thek full textual form and must agree with the form of the name found

in the Language Authority List, in the ERICThesaurus or Identifier Authority List. [However, do not subdivide

languages. el-. Alai* (EgYPlian).)

ERIC Pnwessing magma V-102 Aye 1992
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EXAMPLES

DOCUMENT IN ENGLISH Field to be left blank

DOCUMENT Jai A LANGUAGE Reneh
OTHER THAN ENGLISH

DOCUMENT IN MULTIPLE English; Spanish; French; German; Russian
LANGUAGES (one of which is English)

[NOTE: Language names need not be
entered in any particular order.)

296
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CATALOGING LEVEL OF
AVAILABILITY

8.16 LEVEL OF AVAIRABLITY (AT EMS)

Data Eleld
Data Ent!), lliglICeywoat
Fes
Mandalay/Optional .

Data PaNkled
Clutacter sat
Subllekb Awaked
Fleid Lenge,
Field ID No. (Thpe)

- I Ifiond
40

2er or

!:

TYPICAL ENTRY (RIE ONLY)

a. General

LEVEL 2

Documents are entered into the ERIC database and amenmced in RIE at one of three levels of availability,
which determines whether and to what extent they can be reproduced by the ERIC Document Repioduction
Service (EDRS). (These levels, in turn, aie based on the copyright status of the document, the legibility at the
document, and the kind of release granted by the copyright holder.)

Uz_el Definition

1 Available from EDRS in both micsofiche (AF) and paper copy (PC).

2 Available from EDRS in other than paper copy.

3 Not available from EDRS.

Discussion and material pertainiqg to copyright and reproduction release appears in detail elsewhere in the
EPM (Sections II, 111. and IV, see Indexes) and will not be repeated in its entirety here.

The Level field is mandatory and its existence, along with the mandatory Pagination field, is necessary in
order for the computer program to generate the EDRS Price fiekL Each of the Mite Level Codes generates a
different type of statement. e.e.:

Level 1 MR11/PC01 Plus Postage.
Level 2 MF01 Plus Postage. PC Not Availabk from EDRS.
Level 3 Document Not Arsilable from EDRS.

Few further information on the MF and PC codes, see the discussion under EDRS PRICE in Section V.

2,9J
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b. Level 1 Documents (Ave Roble from =RS in Both MF and PC)

Docments announced in Level 1 WI into one of the subclasses, as described beknv:

Document Not Coprighted

These am doormats that:

have been produced. sponsored. or funded by the Federal Govanmeni (and therefore are in the
public domain), or

specifically waive copyright or reproduction rights (waiver appears on the document use°.

Documents Ailing into one of the above cascades should not have the Reproduction Rekase
slickers. reflected to in the next paragraph& affixed to the documents.

Document Coprighted: Full Release Obtained

All docurnents not falling into one of the two circumstances above are presumed to be copyrighted
and thus the Clearinghouse must have a repoducdon release from the copyright holder pun*
permission for ERIC to reproduce the document Such documents gag have a release statement,
incise:1m the copyright holder's name, affixed in the form ci a sticker to the title page or cover, as
follows:

NOTE:

'PERMISSION TO REPRODUCE THIS
MATERIAL. HAS SEEN GRANTED BY

TO THE EDUCATIONAL RESOURCES
INFORMATION CENTER (ERIC)."

Tr

lied ERIC Fac s n re z De ail on heir us are
covered in EPM Section IV

The purpose of these stickers is to alert users and purchasers of the microfiche and paper copy that
pennission to reproduce has been granted to ERIC and that if further reproduction is desired, they must
contact the individual or organization granting the release.

Government Printing Office (GPO) Documents

These doctunents are announced at Level 1 to ensure continued availability after they go out ti print
at GPO. GPO is cited in the Availability field as an alternative availability, when appsopriam. Do
not affix Reproduction Release labels to these document&

0 13
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AVAILABILITY

Department of Education (e.g., OEN, NCES, etc.) DOCUMMI1

All documents produced, funded, or sponsoted under the auspkes of the Dmartment of Education,
or any of its subdvisions, should be Meted at Level I. Included under this Level I requirement
are all ERIC Clearinghouse pfifiications, oaks special permission has been granted to mem at
Level 2. Because these documents am Federally faded, do not affix a Reproduction Release labeL

c. Level 2 Documents (Available from EDRS in WM Only)

Documents announced at Level 2 fall into one of three subclasses, as described in the following paragraphs.
When posale. a non-ERIC some for original copies or paper reproductions should always be cited fir Level 2
documents.

Document Copyriglued; Limited Release Cbtainee f.

These are copyrighted documents for Wu% the Clearinghouse has received a release from the
copyright holder ranting permission for ERIC to reproduce the document in sthg_ft_Rgp_smi.

Such documents must have a release statement, including the copyright holder's name, affixed in
the form of a sticker to the title Inge or cover, as follows:

"PERMISSION TO REPRODUCE THiS MATERIAL

IN OTHER THAN PAPER COPY HAS BEEN
GRANTED BY

TO THE EDUCATIONAL RESOURCES
INFORMATION CENTER (ERICr

NOTE: Blank stickers are suPolied by the WC Facility upon trauest.
Details on !heir use are coverfd in EPA( Segion IV

Documents of Marginal (But Acceptable) Reproduction Quality

Documents of marginal legibility may also be documents that, for various MUMS, are nevertheless
desirable to accession into the ERIC system. Level 2 input may often be the best solution in such
cases, and Clearinghouses should not hesitate to use this Level, where appropriate, even if the
document was released at Level L A micsofiche achieves preservation of a basic and impcoant
record at relatively low cost whereas the much higher cost (to the user) of a paper copy reproduction
requires a correspondingly higher level of legibility in order to be publicly acceptable as a
commercial product. Examples of items in this catesory might be:
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PRIORITY Documents received from the ERIC Facility bearing the stamp

"Best Copy Available;

ROUTINE domino= of marginal physkal quality, but classed by the sekchon criteria as
numdatory input, e.g., ERIC Clearinemuse publicatkms;

RCaTTINE documems judged to be superior in overall =Mut, but also with
kgibalityireproducilility defects that would resuk in poor paper copy reproduction, e.g.,
Congressional hearings.

In all such cases, a bief explanatory note stating the reproduciNlity problem should be added to the

Note field.

Special Arrangements (with Document Contributors)

ERIC has a number of blanket releases for Level 2 processing with certain ommizatkes engaged
in selling du* own puNications. For emunpk, all Natirmal Education Association (NEA)
publications (which are sold by NEA ki original copies) may be announced only at Level 2. These
orpnizadons am pomaded that there is a benefit to them in their dociunents being in the ERIC
database and that entry at Level 2 will not interfae with their own sales efforts. All such
celanizmions must be cited as scums of availability for paper copy. For a list of Mime
arrangements see the FAX ArquIsitiorm Arrangements List which is published annually by the ERIC

Facilky.

d. Level 3 Documents (Not Available hum EDRS)

Level 3 docurneats are copyriglued documents (or documents whose reproduction has otherwise been
limited or controlled) for which no reproductkin release has been obtained. If a document is annoimeed at
Level 3, an alternative sowce Aggt be cited in the Availabilky field. Level 3 documents formedy created a gap

or hole in the ERIC microfiche collection. Beginning with the January 1989 R1E, this gap is being filled with

a "dummy* microfiche rAntaining only the Single Fiame Resume for the document At the present time,
Level 3 input to ERIC amour= to less than 3% of total imut.

dIl
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AVAILABILITY

SUMMARY OF SIGNIFICANT RULES

1. AU documents entered into RIE must be assigned a Level of Availability code.

Level 1 Available from EDRS in both miaofiche (MF) md paper copy (PC).
Level 2 Available from EDRS in other than paper ccpy.
Level 3 Not available from EDRS.

2. The Level assigned to a document can be no higher than that given in the Reproduction Release label affixed
to the front to the doctunent. (Generally the two will agree, but occasionally a document released at Level I
must nevertheless be assigned Level 2 because of legibilky problems.)

3. GPO documents are to be assigned Level 1 (unless legthility poblems dictate Level 2).

4. Documents produced, funded, or sponsored by the Department of Education or its subdivisions are to be
assigned Level I (unless legibility dictates Level 2).

5. Documents of marginal paper copy reproduction quality should be assigned Level 2.

6. Level 2 documents should have, if known, a statement concerning paper copy availability added to the
Availability field.

7. Level 3 documents nuel have an entry in the Availability field informing the usa how a copy can be obtained.

8. The Level cited on the RIE resume, the shipping log, and the release !deicer on the document should be
consistent (unless document legibility problems lead ti a Level 2 ro-assignment what pennission was granted
originally for Level I).

9. Documents considered to be in the public domain (i.e., produced by Federal funds) should not have a
Reproduction Release sticker affixed to them.



CATALOGING NOTE

13,17 NOTE

TYPICAL ENTRY

a. General

LNOTE_Paper pnrsented at the Annual Meeting of the
National School Boatds Associdion (51st, San Francisco, CA,
April 13-16, 1991).

The Descriptive Note field is a catch-all field intended to contain cataloger's notes that extend the
description of the document or journal article and communicate miscelhmeous information essential to the
user. If a cataloger wishes to conununicate any information not provided for by the other fields, it is
entered in this field.

While Notes are wide-ranging in content, these are nevertheless certain recurring situations usually
requiring notes:

Papers presented at..., Speeches, Reprints, etc. (the circumstances under which the document was
prepared or presented);

Dissertations, Theses, Practicum Papers (type of degree, granting institytion);

Related Documents (*For related documents, see...");

Analytics;

In" notes, for papers exttacted from collections and entered individually;

Extracts, Summaries, Derivations from Larger Documents;

Documents with Legibility/Reproducibility Problems;

CopyrighWd Segments of Documents;

Translations ("Translated by...");

oil4
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NOTE CATALOGING

hescellancous Data (e.g.. Prepared by...Committee; Rmding also provided by...);

Use of Note Field in CUE (e.g., Journal availability information for obscure journals).

b. General Guidefines

The Note field can be used to whim a wide assortment of dela not recorded elsewhere in the
resume. The discussion which follows highlights only the primary uses of the Acid. Although them is an
way of dua found in the field, some convendons, midi as in recording =fee:nee papers, have been
established. The basic guidelines far all data in the field arc

All charmers in the ERIC Character Set may be used.

Entries should be briref and succinct, but in accordance with English usage.

Punctuation should be in accmdance with the normal mks of English usage, e.g., independent
thoughts should be separated with a periort semicolons may be used so separate closely related
thought&

ED and Clearinghouse Accession Numbers are to be entered in specific formats and always
prefixed with the ED or Clearinghouse Prefix:

arat &ohm

Correct ED 173 456; CE 123 456

Incorrect ED123456; ED 123,456; ED-123-456
CE123456; CE123,456; CE-123-456

Unbroken Ranee of Niunhem

Correct

Incorrect.

Broken Range of Numbers

Correct

Incorrect

Never compress when the series has pps.

The field always concludes with a period.

ED 173 456475
CO 123 456-475

ED 173 456 - ED 123 475
ED 123 456 - 75
al 123 456 - CO 123 475
CO 123 456 - 75

RC 020 123 and RC 020 125

RC 020 123, 125
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c. Conference Papers, Speeches, etc.

Conference mnnber, place, and date should always be placed kt pmentheses, in the standardized

format shown below, after the carfare= name. Domes& (i.e., United States) meeting locations should

be cited using the standard two-character postalcodes for Mates. Foreign meeting locations should always

cite the country and city. Locations me ntstdcted to city, state, and country; do not include the names or

universities, colleges, conventkm sites, etc., as part of the location.

Conference information is not limited to that found on the docmwM itself. 'Typically

Clearinghouses solicit a confesence and enter many papers Iran that conference; papers may lack any or

all information concerning the cenfisence Walker, &nes, etc. If known by dm aemingbouse, the Note

field should include a complete citation fir a confesence. [It is not necessary to admit verification
documentation to the Facility for confmence information.) Abbreviation of the names of the entity holding

the conference should not be used unless the *transktion" of the abbieviatice is not known.

Examples:

Cmnplete Caldera= Information

NOTE_Faper manned at the Annual Meeting of the Eastern Psychological Association
(62n4 New York, NY, April 11-14, 1991).

Number or Location or Date of Conference Not Known

NOTE_Paper presented at the Annual IndianaReading Conference (Indianapolis, IN, April

26, 1991).

[The number of the conference is usually the intonation dug is unknown.)

Revision of a Conference Paper

NOTE_Revised version of a paper presented at the Conference on the Effects of Structural

Change on Employment and Education (Washington, DC, June 14-17, 1989).

Speech

NOTE_Speech presented at the Annual Meeting of the College English Association (San

Antonio, Tx, April 18-20, 1991).

Reprint

NOTE Reprint from Proceedings of the Annual Conference et the American Sociological

Association (Toronto, Ontario, Canada, August 24-28, 1981).

Dual Presentations of Same Paper
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NOTE_Paper iwesented at Or Meetings of the International Communications Assockdian
llelecommuniudions Conference '81 (ashington, DC, hme 1, 1981) and the Oregon
Association et Broadcasters (Newport, OR, June 12, 1981).

Combined or Joint Meetings

NOTE_Paper presented at the combined Annual Mowing of the bfulwest Popular Culture
Asa:dation and the Midwest American Culture Associadon (Kalamazoo, MI, October
23-25, 1980).

d. Dissertations Theses, Practicing Papers, Research Papers, Exit Projects

All such notes should be as brief as possige. If a wriversity has several campuses, then a specific
location should be cited if found on the document

Examples:

NOTE_Fh.D. Dissertation, University of Illinois at Urbana-Champaign.

NOTE Ed.D. Dissertation, Temple University.

NOTE Doctwal Dissertation, Univasity of Maryland, Baltimore.

NOTE_Ed.D. Practicum, 1§knra University.

NOTE_Master's mob. Yale UnivessitY.

NOM M.L.S. Thesis, Indiana University.

NOTE_M.LS. Thesis, Indiana University Southeast
[If a university or college has mom than one cmnpus or location, cite the Location: main campus
does not need a citation.]

NOM_M.A. Thesis, Stanford University.

NOTE_Exit PirOct, Oregmt State Universiw.

NOTE_Master's Research Paper, Iowa State University.

NOTE Educational Specialist Fraction, Nova University.

e. Related Documents

If it is desirable for any reason to trier to other documents related to the one in hand, the reference
sirould be entered in the Note field. Do not enter the data in the Abstract field. Whenever it am be done
succinctly, the related note should identify the item and the relationship, e.g., student edition, teacher's
manual, etc.

Example:

NOTE For related documents. see TM 020 499-503.

30;
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Related dog:moots may be other volumes in a multiple whose set, other volumes in the same
series. other volumes an the same ;inject, appendices to a given report, other papers emanating from the

sam ... conference, etc. References to related documents should be made .iiliciously and should not attempt

to cover an excessive number of documents.

Examplee

NOTE For volume 1, see ED 330 596.

NOTE For the final repot, see SE 052 309.

NOTE_For the ccarespooding student's manual, see SP 013 456.

Whenever possible, the ED amber of the related document should be cited lather than the
Cleatinghouse Accession Number. However, when the items are all in the same issue of R1E, the ED
number is not known at the time the descsttion is being prepared and thertfore the Cleninghouse
Accession Number must be used. It is acceptable to cite a mix of Clearinghouse Accessim Numbers and
ED Accesske Numbers, citing earlier items first Do not cite a number to be included in a future issue
of ME, since if the announcement did not materialize, the reference would be l'blind."

Exampke

NOTE_For related document, see ED 223 345.

NOTE Pr related documents, see ED 223 345 and FL 123 456-475.

As part of the editing proms at tin ERIC Facility. each Clearinghouse or ED number is verified

as to its accumcy anti in the case of Clearinghouse Accesske numbers, its existence. In addition. the Note
field of each item cited as related within the issue is checked to be certain it also contains the
"reciprocal" Note. Obviously reciprocal Notes are only possible when the related items are in the same

issue.

Examplec

NOTE For student edition, see CG 123 456. [Item itself has Clearinghouse Accession Number

CG 123 455.)

and

In the Note field of CG 123 456 would appear

NOTE_For teacher's manual, see CG 123 455.

Related notes normally should not contain long strings of tuunbers extending over many RIE issues
(e.g.: NOTE For earlier volumes in this series. see ED 123 456, ED 170 678, ED 223 798, El) 224 880,
ED 237 900, ED 248 910, ED 303 455, ED 317 777, ED 328 678). Instead. *piggyback" the numbers and

cite only the latest in the series, ie., ED 322 678. When the user goes to that record. parsurnably the next
earlier volume, ED 317 777 will be cited in turn. This procedure should be used especially when the
documents ate earlier editions of Me titles. If it is desitable to pull together a series of volumes wheie the
editions of a popular, teaming document have titles which are difficult to retrieve because they were
produced under diffemut names, then a cumulation of numbers such as above should be entered for one
annual edition, with subsequent entries referring only to the latest.

I Ci

Jime 1.992 V-115 ERIC Processing Maned



NOTE CATALOGING

In the case of a 9ND:tidal group of related documems, the *related document* nok should be
written in compressed kurn and may rein to itsdf as part ct the sequence, e.g., for the note to be hwhaded
on TM 123 458:

Correct: NOTE...Por related docrunents, see TM 123 456-460.
Inawrect: NOTE_For related documents, see TM 123 456-457, and TM 123 459-460.

f. Analytks

Analytics are docrunents put into the system in two ways: as a single am), and as separate entries
for the individual items within the singk entry. Me most common use of analytics is fir documents which
are conferasce proceedings containkg numerous conference picas on a range of topics or a collection of
papen oo variam subjects (e.g., readings in teaching geography, educational research on elementary
instruction). The entire conference proceedings, when analyzed, is rehired to as the "parae and the
individual papers within the puceedings as the "children." Processing documents as analytics allows users
the option to obtain only the specific paper or papas they are hummed in rather than having to obtain the
entire larger and more expensive *parenr document

Children of analytics are normally required to be Meted at Level 1 or 2; Level 3 may be used on
=Won, but only with prior approval of OERI. (Use of an extended length, table-of-amteots type abstract
usually obviates the need (or a Level 3 analytic.) MI items to be analyzed must be entered in the same
issue of R1E and not spend over mom than one issue.

The Note field of the patent, i.e., the proceedings, should be cited as:

NOTE For individual papers, see HE 020 310-35).

The Note field of the chikken, i.e., the individual pwer woukt be cited as:

NOTE_In: Colleges lbday. Proceedings of the Nadeau! Conference at Higher Education (10th,
Washington, DC, May 10-13, 1991): see HE 020 309.

If a proceedingsicolketion as well as the individual items within it have a corporate source which
is cataloged, then the entry of the aid= would mart

NOTE_b its: Education Tbday, Proceedings of the Invitational Seminar on the Future of Education
(Washington, DC, November 19, 1991).

The sits" mfas to the corporate scam Naas contained within a published proceedings should
always be treated as analytics and not cited as "Paper presented..?

1.;
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g. "In* Now

Occaskmally individual papas or chapters are analyzed out of larger docinnents that themselves
may or may not be going into the system. The analoging records the specific Me and author of the
analyzed paper, but also needs 63 pit the paper in contact by referdng to the larger work et which it is a
part This is best dome by an "In* or "In its* note. The "In" note Kalman the title, mtbor and/or
institution, series and/or prthlication thee of the larger work. If the institution of the part is the same as that
of the larger work, an "In its note may be used, avoiding duplication of the institution reference.

Exiunplete

NOTE_In: The Collected Teachings of Confucius. Oxford, Clarendon Press, 1987. v5, p79-124.

NOTE In: Brown, James, Com. Selections from Famous Diaries. New York, Deck:: Press, 1990.
p240-259.

NOTE_In itsc Papas and Reports en Child Language Development, Number 25. p160-169, Aug

NOTE_In its: Wortpapers in leaching English as a Second Language, Nblume 25, p69-102. Dec
1989.

h. Extracts, Summaries, Derivations, etc., from Larger Documents

ERIC Digests and other publications often condense or synthesize larger documents into a smaller
doctunent; in the case el Digests, a two-page document The Note field is used to reference the larger
document being winnowed down. If the Digest or other condensation cites the larger document, that
citation should be entered in the NoW field as found.

Examples:

NOTE Based on "Education and Society," by Julia Jones, see ED 123 456.

NOTE Escorted from "Education and the Future," by Timothy Adams, sec ED 123 456.

NOTE_Data daived from the Pennsylvania Departmesu of Education's "Listing of Public School
Enrollments by County, School and Race fix 1986-87, 1989-90, and 1990-91.

Documents with Legibility/ReproducibBity Problems

Documents that contain material of marginal legibility that may not reproduce satisfactorily should
have a brief note added alerting the user to such material. If the document has been assigned Level 2
(i.e., no paper copy) because of such material, then a note mga be added explaining the situation.

Examples:

NOTE...Appendix C contains photographs that may not reproduce clearly.

NOTE Contains many pages of small, broken type.

NOTE_Printed in colored ink on colored paper.

e.71

June 1992 V-117 ERIC Procesing



NOTE CATALOGING

I.

NOTE_Aipendixes may not reproduce clearly.

NOTE_Charts/figures may not reproduce clearly.

1§03TE_Small pint in tables may not mpoduce clearly.

NOTE Appendix D contains difficult-to-read computor type.

NOTE_Light type throughout.

NOTE Appendix B not in the document received by ERIC and is operand*.

NOTE Sample questionnaires contain handwriting.

Regardless tt the Level, reproducibility problems should be called to the user's attention. Brief
statemats in the Note field will alert users to problems and Mart/ reduce complaints about microfiche
and/or reproduced papa copy veiny.

Since the EDRS Price field for Level 2 documents contains the statement 'Paper copy not
&marble from EDRS", do not repeat this information in the NOTE field.

All legibility problems should be stated as briefly as possible.

TOO LONG NOTE Some of the figures and some of the tables in plot C may not reproduce

well due to small and legion type.

IMPROVED NOTE_Scone part C pages marginally legible.

or

Some part C pages may not reprodwe clearly.

TOO LONG NOM_Ogine 3, page 13 (Samplm Student Station Utilizatice (That) and
Rpm 4, page 14 (Sample Data: Student Station Utilization) may not reproduce
well due to marginal legbility of original

IMPROVED NOTE_Several figures may not reproduce well due to marginal legilility.

Copyrighted Segments of Documents

If a document has been made available for Level 1 processing by eliminating a copyrighted portion,

an entry concerning the missing maerial must be made in the Note field in one of the following formats:

NOTEPages 121-143 of the original doctunent are copyrighted and therefore not available: they

are not included in the pagination.

NOTE Pages 64, 66, and 68 of the ceiginal document are copyrighted andtherefore not available:

they are not included in the pagination.
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k. Translation

The translators of works having their own Personal Author are not cataloged in the Personal Author
field. If k is fek useful to record the name of the translator, the information should be cataloged in the
Note field, as follow

NOTE Translated by Pyotr Kamm.

I. Miscellaneous Data

In addition to information discussed above, the Note field is also used to provide data that should
be captured, but that does not *fir inth another field. Among the miscellaneous uses are the following
examples:

Document prepared by a committee, collative grew, task force, prgiect, etc.

If the tide of the document does not include the name of the committee. collective group
(e.g.. "Revising Science Instruction. Report of the Curriculum Committee."), then die
Note field should be used.

NOTE_Prepared by the 1990-1991 Ciuriculum Committee.

[The instituticm of which the ccermittee is a part would be cited as the corporate source.)

NOTE_A publication of the "Save Our Schools Project."

Sponsor is a transient organization that will not have a continuing existence

An organization such as a memorial fimd or search committee may exist for a year or two
and then fade from existence, never to be seen again. Rather than clutter up the
Source Directory wkh such transient organization, it is often the better course to simply
cite the information in the Note field.

NOTE_Funded by the Jason Memorial Fund.

Document ekes a long list of sponsors

Sometimes a document will cite so many financial supporters that it is not practiml to
catalog them all. In sah instances a major supperter (or supporters). if this can be
determined. may be cataloged selectively. The rest of the supporters can be referenced
in the Note field.

NOTE Funding also received from the Education Fund of the Pocono Society for Historic
Preservation.
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An organization appearing in the document is a subunit of au already existing small
organherion

Rather than establish a new code for a subunit ri an alteady small organizaion, k is better
to catalog under the main orgstization and, if necessary, cite the subunit in the Note field

NOTE_Prepared at Washington Junior }Ugh School.
[nc school district would be the corporate source..]

NOTE_Prepared in the Department of Curriculum Development.

The organixatirm name contained on the document is incomplete and cannot be
verified as to format, geographic location, or relationship to document

In such situations, where there is not enough information cm which to base the creation
of an entry in the Source Directory, the information is cataloged in the Note field
verbatim, as it appaus on the Titk page.

Numbers associated with document that are oat report numbers

Occasionally Ttde pages will have numbers which appear to be non-report numbers, but
may need to be =ceded. For example, reports from the Naticmal Center fit Educsion
Statistics (NCRS) frequently cite -Data Series.." This information is not a mod number
and should be entered in the Note field exactly as listed on the document

Example:

NOTEJData Series: DR-NELS:88-88-1.7.

A Serial No. appears on some Congressional hearings (m sow cases several numbers on
one document). This number also should be added to Noft fiekl.

Example:

NOTE Serial No. 102-53.

Cover Tide vs. Tide Page Title

Sometimes the title on the title page and the coves are at variance. The title that is not
egaloged in the Tale field should be referenced in the Note field. This information will
provide an additional retrieval point.

Example:

NOTE_Cover title: "Pararprofessionals in the Public Schools of Utah.'
[Tule selected and entered in the Title field was "The Role of Paraprofessionals in Utah
Schools:1

Accompanying Non-Print Material

If a document has non-print material such ss a videotape, computer diskeue, etc., that
information should be reconled in the Note field.

,
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Example:

NOTE_An Apple high density diskette and a VHS videotape accompany this document.

m. Use of Note Field in CUE

Beginning with the January 1984 issue of CUE, the Note fiekl was added to CUE resumes. It can
be used in some of the following ways:

Availability of "Oneshtt" Journals

One of the primary uses in CUE for the Note field is to provide a place to cite die
availability of "oneshor journals (i.e.,*xnals not regularly coveted by CUE and thus not
listed in the Source Journal Index of that publication). As indkated in the discussion of
the Availability field elsewhere in Section V. the Availability field may not be used for
swii information in CUE; instead the data is provided in the Note field.

Example:

NOTEJmunal availability: Ameriran Association of University Administrators,
2121 T St., N.W., Sth Floor, Washington, DC 20052.

If then are a number of articles from the same journal, subsequent items in the same issue
may have the following field:

NOTE_For journal availability, see HZ 529 387.

Availability information for regularly covered journals is listed in the
Sourre Journal Index: the Ncte field should not be used to replicate this information.

Other Uses of the Note fiekl in CUE

Theme Issues (One issue devoted to just one topic)

NOTE Theme issue topic: "Reducing the Dropouts.'

Institutional Information

NOTE_A position statement of the International Reading Association.

NOTE_Prepared by the National Education Association.
[Since CUE does not have a corporate source field, the Note field can
be used recall this information.]

n. Historical Background of the Note Field

From 1966 through 1978, the language of non-English language documents was desc.abed in the
Note field. e.g., In French." Beginning with the January 1979 issues of RIE (ED 157 988) and
CUE (V 186 218), the language(s) of documents has been indicated in the Language field.
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SUMMARY OF SIGNIFICANT RULES

I. The Descriptive Note field is intended as a place to put a wik varkty of information that should be
commtmicated to the usa, but that does not fit in any at the other fields, e.g., meeting where paper was
'resented. dissertationIthesis notes, related document notes, legibility problems, etc.

2. Punctuation should be in ...cconbnce with the normal rules of English usage, e.g., separate completely
different thoughts or notes with a period rather than a semicolon, just as you would in regular text.
However, the semicolon does not function as a subfield delimiter in the Note Field and may be used as a
normal element of imictuation.

3. Documents containing significant amounts c4 marginally legible reproducible mserial should cany a Note
alerting the potential purchasa to this fact.

4. "Pamir documents should always cany a Note refening to any analytic "children" being individually
entered.

5. When citing related ED numbers, use proper format. e.g., "For related documents, see ED 338 996-997,
ED 338 999, and ED 339 101."

6. When noting related documents, specify the nature of the relationship when possible.

7. The standard two-chanicter postal abbreviaticuis for the states should be used in this field, where

aPProPliate-
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e
EXAMPLES

PAPER PRESENTED AT... Paper presented at the Annual hketing ri the
Batas Psychological Association (62nd, New York,
NY, Aril 11-14, 1991).

DISSERTATION Ph.D. Dissertation, Universky of Connectkra.

RELATED DOCUMENT(S) For related documents, see UD 028 376-392.

REPRODUCIBILITY PROBLEMS Document causing; small type.
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It PAGINATION

TYPICAL ENTRY (RIE Only)

a. General

PAGE 1543

The Page field for Level 1 and 2 documents contains the number of microfiche francs needed to
film the document for Level 3 documents (i.e., those documents not available Mint EDRS), the number
recorded is typically the last numbered page in the document. Pagination in RIE is not calculated accceding
to nonnal binary rules, but is instead equivalent to the number af mica:Ache frames required Wfilm the
document. The pagination number is used by the RIE computer system to determine how many micmfiche
will be rewind fee each document. Since the total nuenta of fiche for each accession is iidicated on
every ficix (e.g., 'raid 1 of 5: etc.) and the number of total microfiche frames determines the EDRS
microfiche and paper copy prices, accitacy in page cotmling is essentiaL

In order to achieve the needed accuracy and consimmcy, the paginaticat of Level 1 and Level 2
documents (i.e., those available from MRS) is centralized at the ERIC Facility. The detailed instructions
for the Clearinghouses on =ranging and preparing a document for pagination and filming are discussed in
Appendix B of this Manual, entitled, °Document Preparation (for Filming): and are not repeated here.
However, information on the procedures the Facility ustz to number stamp the various kinds of pages it
receives from the Clearinghouses is discussed beloW.

b. General Guidelliws

Cleminghouses are responsible for all document preparation including the proper arrangement of
the document, its completeness, etc. All Level 1 and 2 documents are to be shipped to the ERIC Facility
without cataloging the Pagination data element. Essentially all documents shipped for Level 1 or 2 will be
SW x 11 (portrait et right reading) or 11" 7. SW (wrong reading or landscape). The latter will be filmed
as two pages.
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These is no upper limit on the size of a documad (Le. a doctunent is acceptable even if it is 5,000,

10.000, etc. pages); Ibis documents too Imp to be bawd as one item, but with continuous pagination,
should be treated as one document. ERIC Oley tequires that documents under five pages (except for
ERIC Digests, which ate tytdcally two paps) should be reviewed by the Clexinghouse Managemait but,
if *proved at that kvel, may be mead ism the system.

However, in the case of Level 3 documents (i.e., those not available from EDRS), the
Clearinghouses would not normally send such documents to the ERIC Facilky. It is necessary, therefore,
that the Clearinghouses Mak* the pagination for Level 3 documents. Level 3 pagination can be
determined in accordance with °Donal cataloging rules, shice Level 3 docummits am not micaofilmed and

sold by EDRS. In the case of Level 3 documems, an entry in thefield by the Clearinghouse is mandanxy.

Normally the last numbered pap is the pagination munber cited for Level 3 documents.

c. Procedures for Arranging and Paginating Level I and 2 Documents

Pagination for Level 1 and 2 dociunents is not sinagy ihe number of sheets of paper or sides with

pining. It is, instead, defined as the number of micmfiche frames tequilal to photograph die entire
document, which is frequendy mod= number entirely. Therefoze. special procedures am followed to

determine pagination, as follows:

Number Stamping (ERIC Facility Function)

All pages, or portions of pages which will become microfilm imps, will be sequentially

number-stamped, using a Ntindiering Stamp Machine. The umbering machine should
have mimaals approximately one-quarter inch (4") high, and should have a capacity of

at least 4 cfigits. If all pages of the documein am SW x I I° or smaller, each page is

number-stamped once, preferably at the bottom center et the pap.

Single Frame Resume Allowance (ERIC Facility Function)

Since the first pap of a microfiched document is always the Single Frame Resume
produced at the ERIC Facility, stamping begins by numbering the Int filmable page of

the document (title page or cover) with the number 2. With this pocedure, lb: number
of the big pip stamped on the document will then be the number of actual microfiche

frames that will be required of EDRS.

Valid Pages vs. Invalid Pages (Clearinghouse Function)

All printed pages, including covers, prefaces, title pages, frontispieces, indexes, pocket
materials, etc., should be airanged in the sequence in which they sm to be

number-stamped and micmfilmed. Coven midior tide pages are the first psges of a
document to be filmed. When these two pages sit completely identical 0, one another,
as seinetimea occurs, one can be considered unnecessary and deleted Blank pages,
superfluous tabbed separators, etc., rue either deleted or marked *Do Not Film." All

"printed" pages are paginated and eventually filmed
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d. Recording the Pagundion

Following the completion of pagination, the number of pages (i.e., frames to be filmed) is added
to the Page field. The number is added without punctuation or ep." The field is mandatory and must be

resat aking with a conwleted Level field in order for the MRS Price field to be computed.

e. Addidons to the Page Count

Normally, the Single Fmme Resume mimed to eadier in this discussion is only one page in length.
If, during editing, the resume is found to be the table-a-contents type, which will not fit on one page
because it is extra long, a second page is added to the coutt, but the document is not re-stamped.
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CATALOGING PUBLICATION DATE

0.19 PUBUCATION DATE

TYPICAL ENTRIES (RIE)

TYPICAL ENTRIES (CUE)

a. Cataloging RIE Publication Dates

(1) General

PDAT 5Sep91
PDAT30Sep91
PDAT_Sep9I
PDATil
PDATJ911

No entry required by catabger; Publication Date is
derived by the compter florin the last four
characters in the journal citation and the year only
inserted into the reand in this field in the above
format.

The Publication Date of the document is a mandatory field and should be entered with as
much precision as the infunnaticm in the document permits. If no Publication Date, as such,
appears on the title page, cover, or elsewhere in the document, the following may be used, in order
of preference:

Date work completed;
Daft mon submitted;
Date paper Fesented;
Copyright date (latest);
Date provided by external documentation (e.g., repoduction

release, letter of transmittal, etc.):
Date estimated from data within the document (e.g., latest entries in bibliography).

66
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The Publication Date is entered in one of the following formats syk:

3Jun92
14Jun92

Jun92
92

Only the last two digits of the year of publiation are used in die database. Some of die online or
CD-ROM vendors, for the salce 01 cmisistency throughout thdr outputs, expand this data element
back to its original four characters (e.g., *1992.1.

Do not leave blanks or supply zeroes for missing infonuatiom Use only the following
three-character abbreviations for the maths

Jan Feb Mar Apr May Jun

Jul Aug Sep Oct Nov Dec
Use only one of the above formats. No other variations (e.g., Spr, Aut, W-m, Sept., etc.)

are permisslige.

If the Publication Date is determined by the cataloger by infisence, or firm information
Ett in the document, enclose the sumlied date in square brackets [Apr92]. Pithlications which are
lata editkins of originals that were pagished earlier should be assigned die date of the later edition
and not the date et the ceiginal.

(2) Importance al the Publication Date Field and Its Mandatory Stains

Until 1982, the Putgication Dow was an optional dam element however, it was present
on ova 99% of all records. The Publication Date can be a cnicial piece of information to the user
attempting to restrict or to evaluate search output. Restricting sixth output to items prepared in
a given time period is one of the most commce ways to partition the file and thereby to limit
output. When searches employ the Mikados Date as an element in the search logic, the absence
of a date can Invent an otherwise legitimate retrieval from occuriMg.

In addition, the Publication Dge may be imponant when a user does a subject sesch in
'high tech* areas such as computers: for exam*, a guide for specific computer usage dated w1978*
probably would be of little value to usas Mday tulles the object of the search is to develop a
historic Waren= review.

Documents generally czry dates on their covers, title pages, or front matter. When not
explicit, dates can often be inferred from internal evidence (including bibliographic entries). In
addition. contacts with authors or sources via telephone, correspoodence, FAX, etc., can also often
reveal dates. Although for most fields catalogers me advised to catalog solely from the document
inhand, die Publicatkm Date is one field for which scene data must always be supplied, whether
on the document or not.

b. CUE Journal Articles

The Publication Date field in CUE is sungied by the computer, which copies the year from the
Journal Citation field and eaten it in the Publication Date field. Clearinghouses should not catalog any data
for this field in CUE.
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SUMMARY OF SIGNIFICANT RULES

1. The Publication Date is a mandatory data element for all RIE and CUE =ads.

2. The cataloger must enter a Publication DWe for all RIE records. Invariably, it either wears explicitly on
the documart or can be infened (to at least the year) from intanal evidence.

3. If necessary, Publication Dates may be supplied by the catalogers on the basis of information not in the
document, or on the basis of non-explicit clues catained in the document.

4. The format of data in this field is restricted to:

2 numeric (day)
3 alpha (math)
2 numeric (yew)

recorded without blank spaces, e.g., 304192-

5. If a Publication Date is supplied by the cataloger based on indirect evidence or by inference, the Date
should be enclosed in square lwackas: [921

6. In CUE. the Publication Date field is generated automatkally by the computer from the trailing data
(i.e., year only) cataloged in the Journal Citation field.
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EXAMPLES

Day, Mouth, Year 4Dee91

2%48192

Mouth, Year Feb92

Yew Only 92

Date Estimated by Cataloger [911

6



CATALOGING EDRS PRICE CODE

B.20 EOM PRXX CODE

TYPICAL ENTRIES (RIE Only) Level I EDRS Price - MIVI/PC03 Plus Postage.
Level 2 EDRS Price - MFD1 Plus Postage. PC

Not Available fiom EDRS.
Level 3 Document Not Available from EDRS.

NOTE: This data element is not cataloged Mt the ERIC Clearinghouses.

The EDRS Price Code field is not entered mamtallyis by either the ERIC Clearinghouses cf the ERIC
Facility. The contents of this field are generated automatically by the computer system on the basis of data contained
in the Level and Pagination fields. The Level detamines the format of the statement (as shown in the *typical
entries"). The Pagination determines the specific codes(s) (e.g., MH)1, Pan, etc.) inserted into the statement. The
codes increase with increases in document size, according to the conversion table shown in Figure V-12. The
meaning of the codes (in dollars and cents), and hence the table, changes whenever EDRS announces a price change
(on approximately an annual basis). However, the codes themselves do not change and the data on the ERIC Maser
Files, therefore, remain valid.

1°The only time this field is manually keyed is when changes must be made during backfile ccaections. The
program does not automatically genmate the field if existing pagination and/or Level data are changed on the Master
Fde.

.44.
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ERIC Price Codes
PAPER COPY IHARD COPY

PRICE CODE PAGINATION PRICE

PC 01 1. 25 $ 3.20
PC 02 26- 50 6.40
PC 03 51. 75 9.60
PC 04 76. 100 12.80

PC 05 101- 125 16.00

PC 06 126 150 19.20
PC 07 151- 175 22.40
PC 08 176 200 25.60
PC 09 201- 225 28.80
PC 10 226- 250 32.00
PC 11 251- 275 35.20
PC 12 276- 300 . 38.40
PC 13 . 301- 325 41.60

PC 14 326. 350 44.80
PC 15 351. 375 48.00
PC 16 . 376- 400 . 51.20
PC 17 . 401- 425 . 54.40
PC 18 426- 450 57.60
PC 19 451- 475 60.80
PC 20 . 476- 500 64.00
PC 21 . 501- 525 67.20
PC 22 526- 550 70.40
PC 23 . 551- 575 73.60
PC 24 . 576- 600 . 76.80
PC 25 . 601. 625 80.00
PC 26 . 626- 650 . 83.20
PC 27 . . 651- 675 . 86.40
PC 28 . . 676- 700 . 89.60
PC 29 . . 701- 725 92.80
PC 30 . . 726- 750 96.00
PC 31 . . 751- 775 99.20
PC 32 . 776- 800 102.40

PC 33 801 - 825 105.60
PC 34 .. .. 826- 850 . 108.80
PC 35 . . .. 851- 875 112.00
PC 36 ....... . . 876- 900 . 115.20

PC 37 ....... .. 901- 925 . 118.40
PC 38 926- 950 121.60
PC 39 . 951. 975 124.80
PC 40 . . 976-1,000 . 128.00

ADD 3.20 FOR EACH ADDITIONAL 25 PAGES,
OR FRACTION THEREOF

MICROFICHE 1

NO. OF
PRICE CODE PAGINATION FICHE PRICE

MF 01 1- 480. 1-5 $1.16

MF 02 481- 576.. 6 . 1.41

MF 03 577- 672. 7 1.66

MF 04 . 673- 768. 8 . 1.91

MF 05 769- 864.. 9 . 2.16

MF 06 865- 960. 10 . 2.41

MF 07 961-1,056 11 2.66

MF 08 .1.057- 1,152 .. 12 . . . 2.91

MF 09 1,153-1,248 13- 3.16

MF 10 1,249-1,344 14 3.41

MF 11 . .1,345-1,440 15 3.66

MF 12 1,441-1,536 16 3.91

MF 13 . 1.537-1,632 17 416
MF 14 . 1,633-1,728. 18 4.41

MF 15 1,729-1,824 19 4.66

ADD $0.25 FOR EACH ADDITIONAL MICROFICHE
(1-96 PAGES)

FIGURE V-12: Price Conversion Table (Effective Janos?, I9,2)

S.
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CATALOGING

B.21 PUBLICATION TYPE

PUBLICATION TYPE

a. General

PUBTYPE 143; 160

The Publication Type field is designed to carry up to three 3-digit numeric codes, each designising
a broad category or type d' document or liteman. The purpose of this field is to describe the form of the
document itseV, not the subject of the document.

The turmeric codes, and the categories they represent, are disPlard in Wu figures. Figure V-14
is a summary listing of the codes and their meanings. Figure V-15 provides detailed Scope Notes and
examples of documents in each type. In addition, Figure V-16 is an alphabetic index leading the cataloger
from various types of publications to the most appropriate category (or categories).

This is a mandatory data element and is to be included in the cataloging for both RIE and CUE.
NOTE: The computer system mnomatically assigns 080 (Journal Article) to all CUE recruds. No action
is required by the cataloger to assign this code to CUE entries.

Although a maxlmam of three (3) codes is permitted, in many cases one MU be sqlficiera.
Over-indexing by Publication 7ype should be avoided.

b. Reason for the Field

The Publication Type field was created so that EEC users can restrict (i.e.. partition) their searches
to specific document types. For example, an elementary school curriculum specialist searching for
cuniculmn guides im teaching reading to the leaning disabled may not wish to see research reports or
dissertations on the topic. lluough the coordination of the subject content terms and the PUBTYPE field,
the searcher can restrict output to the type of document desired, e.g.. classroom materials intended for the
teacher.
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c. Assignment of Publication Type

The mason for the field's existence dictates the primary question a cataloger should always keep
in mind when assigning Publication Typc

%mid this item satisfy searchers seeking this doannerbst type?

&ample: Usas looking for liftman reviews on bilingual education reseal* are probably inn
going to be satisfied with a confaarce paper cataloged as a "literal= review" when it is merely
a 7-page paper containing a one-page ovaview of research.

The Categories that appear in the Palicatioa 1,e list me intended to describe the organization
or form of a document, as contrasted to the subject cadent of a document. For example, a bibliogragity,
a directory, a dissamtion, a regulation, a test, a teacher guide, me all particular ways in which intimation
on a topic may be ananwid, organized, presented, displayed, etc., for the user. Knowing that an item is
expressed in one of these forms may tell the user something about the uses to which k can be put, but tells
the user nothing about the academic dimipline, reserneh/prakin area, or social await dealt with it the
document.

Some categories me mare abstract than others. The categories "Books," "Journal Articles," and
"Speechee are vinually "eavty containers' in which anything might reside and in which any tolic (or other
form, for that matter) can be form& The categories *Dissertation" and Mists," on the other hand, me not
so "empty* and communicate much may hionmadon about the organization and anima the user will find
in such an item. Nonethekss, the intimation conummicated still pertains suictly to the
organizationidisplay/annyikyoutftreannattistructurefform of the material and not to any subject matter that
it may address.

The different levels of form categories create a complex situation. A given kem may be a
*Journal Ankle but it may also be a Itssaatvit Report" A "Boor may also be a compilation of
"Statistkal Data." In order to resolve this problem, it is necessary to permit the Maimer to make multiple
category assignmems. Up to doe farm assigimients are permitted. However, mo* doctunents will not
require that many and can be categorized adequately with one or two codes.

It is crucial, howeva, for the cataloger to keep in mind that Publication/Docimient '4,pe deals with
form and not ar.tent lb assign the category *Bibliographies' is to say that an item is organized as a
bibliography: it is not necessmily about bibliographie.t lb assign tut item the category *Reference
Materiab" is Ki say that it is either wholly or mbstantially a reference document it is not necessarily about
reference.

Virtually all of the category names have the potential of referring to content. For example, it is
possible to conceive of a research report the subject of which is the bibliamary of research reixsts. For
this reason, most of the category names can also be found to exist as Desaiptors in the ERIC Thesaurus,
or as authorized Identifias in the Identifier Authority List.

ERIC Process* Mensal V-136 bloc 1992
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PUBLICATION TYPE CATALOGING

e. Publication Type Groups

While multiple PUBTYPE codes (tei to 3) are used in ERIC cataloging, these are certain poops

of codes that should logically be regarded as mutually exclusive within thanselves.

Collected Works (020423 Group)

This categay deals wkh collections of independent wits by different persons or
organizations. A seriti/periodkal publication comprised of separate individual sticles is

one type of collected work (022). The proceedings of a conference, contsining either the
papas given at that conference or nutogides of them, is another form of collected
work (021). All other types of collections, not falling into the above two subcategories,
are assigned the general code 020.

DimertationalTbeses (040-043 Group)

A given document should sm be assigned more than one code from this group. A
document cannot be both a Masters Thesis and a Doctoral Dissertation at the same time.

Practidoner-Oriented Materials (050-055 Group)

Most practitioner-oriemed materials are either classroom-oriented or not. If
classroom-oriented, such documents are usually intenrkd either primarily for the student

or Primarily for the teacher. For these reaSCOS* iagegna-dEBALAMISY-NOS
M:11,154-MBLUIEJSUSSIL-43311-0.81M EsciVtions occur On those occasions when
a single document enwraps= both the material intended for the teacher and the mataial
intended far the studad (or when two separate documents treating these two areas are
combined by the Clearinghouse as one accession). (Catalogers should ask themselves the
question "Where will this document be located in the classroom and who will use it? On
the teacher's desk or on the student's desk; by the teacher or by the student?)

Information Analyses (070473 Group)

Two numbers in this group are specifically used to identify ERIC Clearinghouse

Publicatking

071 should be assigned to ALL ERIC Clearinghouse Publicationg and

073 is Pdded to those ERIC Digests which will be available in full-text by some database
vendors. [Cunently the ERIC computer program adds the 073 code to the ERIC Digests
Online data at the time the full-text is added to the master file. To prevent confusion on
the pat of ERIC users, the 073 code does not appear in RIE.1

Since Clearinghouse publications are essentially infornation analyses. 070 rad 072 should

not be used on documents already having 071 assigned.

ERIC Processing Manna V-138 Jane 1992



CATALOGING

wwwwwwwwww.l.www,

PUBLICATION TYPE

Reference Materials (130-134 Group)

While it is possille for a document to belong ezi more than one of the subgroups listed
under this group, it happens relatively infiequently. As a Factical matter, agismA
agasidauDAstungylraggausimukmkamet.

Reports (140-143 Group)

This is such a large catepry (30% of all input to RIR) that subgroups were developed to
break ft down into mow manageable size. If the document is oriented toward reporting
researcWtedmological resifts, then ft is 143. If the document cements:Nes on evaluation
or studying the feasibility of something, then it is 142. If the *Earnest thnply desathes
how a given project or program has progressed, then it is 141. Ncrmally, only a single
code should be assigned from this group, based on the luincipal emphasis of the
document, and recogrizing that the lines between subroups are not completely sharp and
that many reports contain at least some aspects of the various subgroups.

f. Special Projects

On occasion a special Publicsion Type code is used internally to tag documents fix specific
purposes. Because the codes used we not formal Publication Types, they do not appear on the Publication
Type Lists appearing at the end of this discussion. Since 1990. Clearinghouses have been tagging high
quality documents or jounul sticks which they believe are especially important and significant and which
should form the basis of an ERIC special collection. Currently, the two codes used for this are:
800 ("Compact ERIC") and 801 ("ERIC Schooldisk").

Codes in the 800 group are carried on the ERIC Master File. but do not appear in the printed
publications, or the online/CD-ROM versions of the database.

g. Historical Background of the Data Element

The Publication Type field began in RIB in September 1974 (ED 090 338). Originally the "code"
consisted of a single alphabetic charactec Beginning with the July 1979 RIE (ED 166 357) the current
three-digit code began. The alphabetic character codes on monis prior to July 1979 were automatically
converted to the three-digit code. The Publication Type field began in CUE in August 1979 (EI 199 007).

Jam 1992 V-139 um Processing Monad



PUBLICATION TYPE CATALOGING

SUMMARY OF SIGNIFICANT RULES

I. Publication Type is a mandato), data element for all RIE and CUE input. At least one code must be
assigned to each record; a maximum of three may be assigixtd.

2. Publication Type codes designate the Rum of the document, not its subject matter.

3. Certain Descriptors (see Figure V-13) that are identical to the names et Publication Type categories
(e.g., ibsts) should not be used at all in indexing unless they clearly represent the subject matter of the
document. All other Descriptors that reinsert farm (e.g., Diaries) should generally be used in indexing

as minor terms.

4. In CUE, the Publication 1)1pe code 080 (Journal Articles) is assigned automatically by dm computer system
to all records.

5. Entire confaence proceedings volumes (code 021) should be distinguished finm individual conference
papers (code 150). Entire issues of serials (code (122) sktuld be distinguished from individual articles from
serials (code 080). Either code 080 or on should be assigned to every record containing an entry in the
Journal Citation field.

6. All ERIC Clearinghouse Publkations should be assigned Publication TSrpe 071.

3



CATALOGING

ii

PUBLICATION TYPE

EXAMPLES

A Bibliography

(Code 131 . Refetence
Works - Billliographks)

A Script for Use in a Dramatics Clam

(Code 030 . Creative Works
Code 051 Instnictional Materials)

A Paper Presented at the Annual Meeting

of the X Society, Repotting on Research

and Containing a Copy of a Survey
Instrument Seat to 5,000 Educational

Researchers

131

030;

150.,

051

143; 160

(Code 150 Papers presented at...
Code 143 . Research Reports
Code 160 = Questionnaires)

ERIC Clearinghouse Publication
[AU ERIC publications, including Digests,
should have this Pubtypel

ERIC Digests Online
(ERIC Digests submitted for Full-Text

Processing)

Jane 1992

071

073

V-141 ate Premier Kura



PUBLICATION TYPE CATALOGING

ERIC Publication Types
Code Publication Type

010 BOOKS

COLLECTED WORKS
020 General
021 Conference Proceedings
022 Serials

030 CREATIVE WORKS (Literature, Drama, Fine Arts)

DISSERTATIONS/THESES
040 Undetermined
041 Doctoral Dissertations
042 Masters Theses
043 Practicum Papers

GUIDES
050 General (use more specific code, if possible)

Classroom Use
051 Instructional Materials (For Learner)
052 Teaching Guides (For Teacher)
055 Non-Classroom Use (For Administrative & Support Staff, and for Teachers.

Parents, Clergy, Researchers, Counselors, etc. in Non-Classroom Situations)

060 HISTORICAL MATERIALS

070 INFORMATION ANALYSES (State-of-the-Art Papers, Research Summaries,
Reviews of the Literature on a Topic)

071 ERIC Information Analysis Product (lAP's)
072 Boo Ic1Product Reviews
073 ERIC Digests (Selected) in Full Text

080 JOURNAL ARTICLES

090 LEGAULEGISLATIVE/REGULATORY MATERIALS

100 AUDIOVISUAUNON-PRINT MATERIALS
101 Computer Programs
102 Machine-Readable Data Files (MRDF)

110 STATISTICAL DATA (Numerical, Quantitative, etc.)

120 VIEWPOINTS (Opinion Papers, Position Papers, Essays, etc.)

REFERENCE MATERIALS

130 General (use more specific code. if possible)
131 Bibliographies/Annotated Bibliographies
132 Directories/Catalogs
133 Geographic Materials/Maps
134 Vocabularies/Classifications/Dictionaries

REPORTS

140 General (use more specific code, if possible)
141 Descriptive (i.e. Project Descriptions)
142 Evaluative/Feasibility
143 Research/Technical

150 SPEECHES, CONFERENCE PAPERS

150 TESTS, EVALUATION INSTRUMENTS

170 TRANSLATIONS
171 MultilingualIBifingual Materials

FIGURE 14: ERIC Publication TypesSummary

ERIC ?messing Monad V-142 June 1992
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CATALOGING PUBLICATION TYPE

PUBUCATION TYPE
PUBTYPE WOE

MOST
APPUCABLE

Ar

Abistracts
Administrator Guides
Annoktiod Bibliographies
Annual Repent
Answer Kays
Attfifigf Sheets
Anthdogies
[Archival Moments)
Adages
Audiodisks
Audiotape Remains

*Audiovisual Aids
Autobiographies

*Bnaliographies
Plilingurd Malone Is)
Biographicai kwentories

Elio 'Whin
Rao Mists)

*Books
Book Reviews
Bulletins

Wows)

Cartoons
Case Records lor) Caw Studies
Catalogs
Charts
Check Lists
rhiktens Books)
Chidrons Litman
Chronicles
Citation indexes
Plass P4awspapersj
[Classroom Games)
IClassroons Makinais)
Codes of Ethics
Con** (Publications)
Corriptaer Output tecrolikr

*Computer So lame
Computer So lawire Reviiavs
[Concordances)

*Conferonce Papers
*Conference Proceedings

131
055
131
141
160
160
020
060
133
100
100
100
060

131
171

000 (132)
060
131
010
072
022
090

100 (030)
141 or 143 or 140

132
100

130 or 160
010 and 030

030 (010)
060 (020)

131

022
051 (100)

051 or 052
090
030
100
101

072 (142)
134
150
021

FOOTNOTES:

.0.11=1.

PUBLICATION TYPE

pommy Summaries!
Contracts
Course DescriptIons
(Counrown Transcripts)
[Creative Works)
Cunioulum Guides

[Data ewe*
Databases
Diagrams
Diaries

*Dictionaries
(Dictionanr Catalogs)

*Dirackaiss
Pleolpline Codas)
Disoopephies

*Wand Dissertations
Doctsitardaries
Drama

Efic^4als
Enci40Pedilli
[ERIC Digests in Full Text)
PRIG CH Pubs)
Essays
[Evaluation Studies)

Facility Guidelines
Faculty Handbooks
Feasibility Studies
Filmographies
Firm
Piimatchas

Flow Charts
Foreign Lenguage Books
Foreign Language Films
Foreign Language Periodicals

Games
Glossaries
Graphs
OW:felines

*Gukies

PIAITYPE CODE
MOST

APPLICABLE

021
090

052 ar 050 or 061
090
030

052 or 050 or 051

110 or 130
102
100

120 (060 or 030)
134
131
132
090
131
041

100 (141)
030

120
130
073
071

120 cc 030
142

055
055
142
131
100
100
100

010 (170)
100 (170)
022 (470)

030 or 100
134
100

050 ar 052 or 055
050 cc 051 or 052

or 055

. All terms not in brackets haw boon selected from the ERIC Thosaums.
2. Conventions A or B one or the other collagen is appropriate, depending on item.

A and B two categories are appropriate.
A (9) = a second category nigta be appropriate, depenckv on item.* category and term are synonymous. Town should be used In

Desaiplor geld only when it denoles object matter.
3. These terms, like ea other Descriptors identkying the ban or type of a document, should be used as

major Descriptors only when they represent the subject of the document in hand.

FIGURE V-I6: Guide for Assigning PUBTYPE Codes (A Crass-Reference frmn Specific Kinds of
Documents to Mast Applicable Publication Type Code) (Page 1 of 3)
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PUBLICATION TYPE CATALOGING

PUBLID111110/4 PE
PUSTVIPS OWE

MOST
APPtiCABLE

Hoeing*
(ifetodoei Reviews)

illustrations
Indexes
(information Analyses)
kstmodonal Materiels
intenliews
hem Sar*s

Room* Articles)
(Journals)
(Judicial Movie IQ

Kinescope Recordings

Laboratory Manuals
(language Glides)
Large Type Materials
Leaders Guides
(Lemons)

POW Ana WA
Legislator.,
Lesson Raw
Lagers (Correspondence)
(Literabee Guides)
Ui SWUM Re 4MS

lubbYing PaPers1

Machine Readable Dela Fie
Magnetic Tape Cossets*
Magnetic Tapes
(Manuals)

Mims
Master Plans
(Muter Tapes (Audio))

*Masters Theses
Maims
lidicroforms
Models

*Muliingual Materials
(Musice Materials)

Negotiation Agreements
Newsletters
Newspapers
Nonprint Media

Opinions
[Oral Homy Transcripts)

090
060

100
130 or 131
070 or 071

051
120 or 160

160

090
022
090

100

051
051 or 030 (170)

051
052

160 (051)
090
090
062
030
131

131 (070)
090 and 120

102
100
100

050 or051 or052
o( 065

133
090
100
042
100
100

100 or 143
171
030

090
022
022
100

120
060

PIMUCA11081
PUMPS COVE

MOST
APPUOASLE

Pamphlets

(Parent Guides)
Patents
Periodialis
Permuted indexes
Personal fierndives
(Phonogreph Reoordr4
PhabfrePhs
Pasty
Poskion Papers

*Preolimse Papers
Program Deecripbons
Program Evaluation
Prognem Guides
Pm9111,11 Proposals
prograned Tems)
Puzzles

Questionnaires

Rating Scales
inecommencirdianai
Records (Pones)

*Morena Materials
IR*Oulegows)

*Reports
(Rmeerch likthodology Guides!
Renard, Prep.:els

*Resew*, Reports
(Research Reviews (Pclincations))
Resource MOW&

Scholarly Journals
School Newspapers
School Publications

Saipts
*Serials
Short Stwies
Odes
Spedecetions

*Speeches
Standanis
State of the Art Reviews

*Statistical Data
Student Journais
Student Pubrications

Study Guides

Document
Depselent

055
090
022

13) or 131
060 or 120

100
100
030
120
043
141
142
141
141

010 and 061
030 or 100

160

160
120

Document
Dependent
130 (010)

090
140
055
143
143
070

050 ot051 or052
or OW
022
022

Document
Dependent

030
on
030
100
090
150
090
070
110

120 (030)
Document
Depervierg

051

FIGURE V-16: Guide for Assigning PUBTYPE Codes (A Cross.Reference from Specilic Kbuis of
Documents to Most Applicable Publication Type Code) (Page 2 of 3)
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CATALOGING PUBLICATION TYPE

PUBLICATION TYPE
MIME CODE

MOST
APPUCABLE

Sump

Tebbe (Doza)
Talletardingsooks
To Po

[Technical Repots)
Test Reviews
*Tees
Tembeeks
Thesewi

*Theses

et 143

110
100
100
134
052
143

072 (142)
150

010 and 051
134
040

FIGURE V-16:

PUBLICAMON TYPE
PUSIVPE 0013E

MOST
APPLICABLE

rensuipts (inIenfiswa
noloxipts
ranswipIs (=NW]

Videodisks
Videotape Reeowings

tVecokuksy

Word Lists
Wiskbooke
Worksheets

Yeettooks

120
090
060

100
100
134

134
061
061

141 (022)

Guide for Assigning PUBTYPIC Codes (A Cross-Reference from Specific Kinds of
Documents to Most Applicable Publication Type Code) (Page 3 of 3)
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CATALOGING

B.22 REPORT NUMBER

a.

TYPICAL ENTRY (RIE Only)

General

REPNO EDO-CE-91-10; ISSN-1234-5678

Report Numbers are unique alphanumeric designations assigned to documents by the preparing
organizations, sponsoring agencies, or major report pmcessing centers. Though most documents will have only

one repcst number (if any a all), report numbers of all three types of organizations mentioned above may, in

some cases, appear on the same document and slould be recorded.

b. Format

C.

Report Numbers can be troublesome to catalog because they appear on documents in so manyvariant

formats. Standardized Report Number formats for some organizations can be &retrained from the ERIC
Report Number Index, a periodically produced list of all Report Numbers used to date in theERIC database.

Cataloging Report Numbers

(1) Hyphens for Spares

Many Report Numbers appear on a lewd in an easily indexablt form, consisting of letters
(representing die preparing organization or monitoring agency), followed by a unique number. The
only editing required for such a number is to insert a hyphen wherevw a space appears, in order to
assure uniformity in machine sorting. For exampic

EDO-MI-91-9 GAO/HRD-91-106 CPRE-RR-019
NCES-91-222 PDE-83-0006 ISBN-0-208-02254-6

Jane 1992 V-153 F211C itioassIng Manual



REPORT NUMBER CATALOGING

Oder Report Nimbus consist of a combination of lettas and numbers, bit tie htters may not
repesat the originMing organizadon or monitoring agency. Enter such numbas as they me given on
the report, inserting a hyphen wherever a space appears, but otherwise retaining any punctuation. For
example:

R64D61 RR-17 RM-4244

Note, however, that no final punctuation is used with Report Number prefixes (i.e., ASD, not A.S.D.),
nor at the end of the member.

(2) Descripthe Words Within the Number

Many Report limbers inchrde descriptive weals; these words may either be ignored or
abbreviated. The words me ignored when the prefix,/mimber fonn one distinct series from the given
organizatice regardless of the descriptive wads; they me abbrevimed when thae me two or more
series of documents from the mune organization, each associated with a specific group ci words.

Example: DHRS PuNication No. ADM-78-485

Incorrect DMIS Publication ADM-78-485
Correct DHEIS-ADM-78-485

Example: NASA Technical Memorandum 455
NASA Thchnical Report 170

Correct NASA-TM-455
NASA-TR-170

(3) Non-Distinctive Report Numbers

If a Report Number has a distinctive alphabetic prefix, it should be cataloged solely in the
Report Number field and should na appear in the Title field. If no distinctive prefix can be
ascertained, a generalized Report Number may be included as an element of the title/subtitle. A good
example of this type might be a subtitle such as *bean Report No. 2: serving to distinguish between
the other interim reports (or Final Report) probably otherwise bearing the same substantive title.

(4) Abbreviations

Certain standard words frequently used to refer to reports and documents and often found in
spelled-out form may be routinely abbreviated. A list of some of the more common abbreviations
appears in Figure V-17.

4
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REPORT NUMBER CATALOGING

Noft that the wmd "repeat; when appearing alone on a document, may genetally safely be
ignored, and replaced by a hyphen.

Example: Naval Air Ttaining Command Report 5914

Incorrect NATC-R-5914
Comet NATC-59I4

However, if the pepsin cassis:aim is large and has many report series, then it is best to
abbreviate lepore to "R.* If the standard abbreviation for 'report (i e., le) actually appears
on the docurnent, then it should always be retained and used in the Repot Number.

Roman numerals in report number abbreviations should be changed to the Arabic form, for
filing purpose& For example:

Incorrect RDR-65-6-X11
Correct RDR-65-6-I2

If a single Report Number is lamed in several parts, this information is added to the Report
Number in abbreviated form, using hyphens, not commas or parentheses, fir separation.
For examplc

ARC-11767-Vol-2

(5) Formhtg Valid Report Number Prefixes

Same repotts are published in a definite numbered series, with a standard phrase always
describing the series, but lacking, on occasion, any initials or acronym. In such instances, the
phrase may be abbreviated g it cat be established that

the *wax is used at times by the organization in question, or that
the prefix has become commonly associated with the ommization.

In other words, there should be some pecedent in usage, either in previous documents of the
same organization or in refetence works such as that cited at the beginning of this section.
Avoid creating complicated Report Number prefixes that have never at any time actually
appeared on documents. Such creations can be bibliographic *red herrings," sometimes
misleading and troublesome to librarians and other users.

Example:

Correct:

Visual Training Labontory Regan No. 65
(Acronym V11 is used on the cover)

VTL-65
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CATALOGING REPORT NUMBER

d. International Standard Book Numbers

Intanational Standard Book Niunben (ISBN) art unkpre numbers assigned by the publishing induary
to the products they sell. They appear in catalogs and me frequently used as order numbers. limy should be
treated as identifying Report Numbers and should be entered as follow=

REPNO_ISBN-0-8352-1173-8

Sometimes a work will cite multiple ISBNs for its different editimis and fcrms. Only the ISBN for the weak
in hand should be cited. Paperback editions and domestic editimis each have their own ISBN Numbels.
Domestic editions and rum-U.S. editions each have their own ISBN Numbers. Always catalog die ISBN for
the item in hand. The Availability field may cite alternative editions (their ISBNs), as long as they are
distinguished from the item in hand. In some instances such as Canadian documents published in English and
French in one document, two ISBNs are on the document and both should be citett

REPNO ISBN-0-7711-0993-9; ISBN-0-7711-0996-2

In early 1992, ISBNs began appearing on documents printed by the Government Printing Office.

e. International Standard Serial Numbers

International Standard Serial Numbers (ISSN) are assigned to journals, periodicals, and all types of
serial publications. AU issues of a given serial bear the same ISSN number. Price to January 1991, ISSNs
were not cataloged by ERIC for individual journal articles or for serial issues or num. Beginning with the
January 1991 RIE and CUE issues, ISSNs are recorded whenever they appear on the document even if the
&anent also has an ISBN as well.

The ISSN for RIE is: 0098-0897
The ISSN for CUE is: 0011-3565

ISSNs are generally printed on journals without the hyphen after the ISSN prefix
(e.g.. LSSN 0098-0897), but when cataloging them as Repon Numbers, they should appear with a hyphen
replacing the blank, e.g., ISSN-0098-0897."

NOTE FOR CUE ONLY: Articles from journals already listed in the Source Journal Index do not
require ISSN because the comptaer system enters the correct ISSN automatically; however, articles
from "Oneshot" journals must have an ISSN cataloged #' one exists. (See Section V-B..144.4)

6 el
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REPORT NUMBER CATALOGING

1. Multiple Repast Numbers

If there is mote than one Report Number far a documents the addkional numbers should be entered
following dre firs, number, tat separated by a semicolon and a space.

REPNO_ETS-RB-78-12; ETS-RB-78-14

Report Numbess in suppential series on we accession should be individually entered, as follows:

REPNO_S-493; S-494; 5-495

Do not elide them in the following format, as this will prevent their individual appestat= in the
Report Mother Index and in computer reIrkivrd files.

Incorrect: REPNO S493-495
REPNO_S-493 dun 495

Congressional documents are frequently processed by ERIC; the most common of these are hearings.
However, occasionally ERIC processes famal House and Senate Reposer and Documents. Since these series
bear within their stmcture the identification of the partiadar Congress involved (e.g., 101st, 1(V2nd, etc.), it is
only necessary when recording the number to distinguish Reports from Documents.

House Hearings House-Hrg-101-89
House Reports House-R-92,898
House Documents House-Doc-96-167
Senate Hearings Senate-Hrg-102-45
Senate Reports Senate-R-91-480
Smote Documents Senate-Doc-94-258

Since the numbering scheme of House or Senate Bills begins anew with cach Congress, it is necessary
to qualify them with the identification of the applicable Congress if they are to be unique.

House Bills HR-11267(92)
Senate Bills S-2951(93)

Public Laws are documents xxl can Iv entered into the system. The Public Law number should be
treated as an identifying Report Number and should be entered as follows:

REPNO_PL-92-415

ERIC Processing Manuel V-158 JIM 1992



CATALOGING REPORT NUMBER

b. ERIC Digests

ERIC Digests me produced by ERIC Clearinghouses. Each Digest is required by OERI to have a
distinctive munber in the following format Clearinghouse Prefix (e.g., CE, CG. CS, etc.); year 00, 91, etc.);

and number (1. 3); the Clearinghouse prefix is prefaced by the gandard Wen *EDO" (standing fcr
*ERIC Digests Online"). An example of a typical Digest number would be:

REPNO EDO-COM-10

I. Non-Report Numbers

Occasionally !numbers ate found on documents which are not, in fact, report numbers. Among these

non-numbers are:

Librarj of Cqugress Catalog Card Numbers (e.g., LC49-0123400)

Tylically these are found on the verso of the Tide page. This number is the calming number
of the Library of Congress catalog cards. Do M catalog this number as a Report Number.

CFDA Ninnbers

CFDA is the acronym for Catalog of Federal Domestic Assistance. The number that is
associated with the acronym, e.g., CFDA I3A33A, rotas to a citation in the catalog that
describes in detail a funding pogram, supporting legislation, eligibility, etc. The number does
not re:present a specific document and should not be construed as a report number or a
contract numb= It can safely be omitted in cataloging.

Numbers at the Back of GPO (Government Printing Office) Publications

Publiations printed by GPO contain on the bottom of the last primed page a statement
beginning "U.S. Government Pritning Office which is followed by a series of numbers.
These numbers are not report numbers. but refer to the GPO purchase or pint order under
which the publication was produced; do sa catalog these munbers. Report numbers of items
published by GPO typically have a govenunent agency's prefix (e.g., NM) and appear on
the front or back cover, these munbers should be cataloged. Stock Numbers of GPO
publications, used for ordering purposes, if on the document at all, tend to be placed on the
Title Page or its vemo; this munber should be employed in the Availability field, along with
the price.

Data Series, etc.

Some government publications may contain other numbers such as "Data Series,* "Serial
Number," etc., which are not report numbers. When judged mild, these numbers can be
cited in the Note field.

x
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REPORT NUMBER CATALOGING

J. SPecial Projects

Periodically ERE. because ri a special need, uses the Report Number to hack documents from a
special project. ( ne such project involves documeMs from the Chapter 1 Ibchnical Assistance Cotten (TAC).
Documents submitted by TACs to the ERIC system have a TAC number written on them. This number should
be recorded in the REPNO field.

k. Report Numbers Assigned by Major Report Procenshig Centers

Major information and document processing cadets sometimes assign accessicm numbers thm are later
so useful in identifying, requesting, and utilizing &anneals thtt they are best heated as Report Numbers and
captured as cataloging time. On =asks, through arrangement with the source, these numbers may actually
be printed on the doctunent at the time of ceiginal issuance. Even when this is not done, most of the copies
of wit doctunents in cheuladon will be those reproduced by the major information centers and therefore
bearing the well-uait-nown accessions ambers. An exampk of this type d accession number is as follow

National lbchnical Information Service (NTIS) PB-9242345

The ED Imd EI Accession Numbers also belmtg to this category and are often cited as, in effect, Report
Numbers, by later handlers and processors.

kJ



CATALOGING REPORT NUMBER

SUMMARY OF SIGNIFICANT RIMS

1. All unique identifying Report Numbers on the document should be cataloged, whether placed there by the
imam sponsor, Of 1110001901.

2. Alphabetic prefixes (many of which will be based on the initials of the preparing organizations) should always
be sought for Report Numbers in onier to distinguish mte amber front another. Arabic numbers alone are not
useful in indexes or for searching.

3. Commonly appearing words in Report Numben should be abbreviated, e.g., Tbchnical Report.eIR;
Research Paper=RP. Lists of such words and their abbreviations are provided for guidance (see Figure V-17).

4. &man Numerals appearing in Report Numbers should be convated to Arabic numerals for Ring purposes.

5. Multi* Report Numbers must be entered individually, each in its own subfield, to ensue retrievability of each
number.

6. Treat International Standard Book Numbers (ISBNs) like any other identifying camber and record them in the
Report Number field (for retrieval purposes).

7. Treat Internmional Standard Saial Numbers (ISSNs) like any other identifying number and =cud them (for
serials and articles from serials) in the Report Number field for retrieval purposes.

8. Blank spaces are not permitted in Report Ntunbers. Report Numbers should be *standardized" by replacing
all spaces with hyphens.
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REPORT NUMBER CATALOGING

CONGRESSIONAL
DOCUMENTS

ERIC DIGESTS

INTERNATIONAL
STANDARD BOOK NUMISER

INTERNATIONAL
STANDARD SERIAL NUMBER

MIX OF UPPER AND LOWER
CASE

PREPARING INSTITUTION
NUMBER

PUBLIC LAW

REPORT PROCESSING
CENTER NUMBER

ROMAN NUMERALS

SPONSORING AGENCY
NUMBER

USE OF SLASHES EN PREFIX
IN NUMBER

USE OF YEAR IN NUMBER
IN PREFIX

VOLUMES, PARTS, ETC.

EXAMPLES

House-R-99-898
Houso-Doc-96-167
Sonato-R-91-480
Senate-Doc-94-258

ERIC Clearinghouse cot Career EDO-CE-91-12
Edtration ((E)

ISBN-0-8352-1173-8

ISSN-1234-5678

Human Resources Research HumRRO-PP-10-78
Organization

Johns Hopkins Univ., Applied JHU-APL-
Physics Lab.

FL-95-264

National Thchnical Information PB-92-12345
Service (NT1S)

INCORRECT: RDR-65-6-XII CORRECII RDR-65-6-12
(CONVERTED)

Air Force Office of Scientific AFOSR-
Research

Coast and Geodetic Survey C/GS-Tr-76-52000/3

Rand Corp. Annual Report Rand-AR-91- [Year]

ARC- I1767-Vol-2
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CATALOGING SPONSORING AGENCY

B.23 SPONSORThIG AGENCY

TYPICAL ENTRY (RIE Only) SPON EDD00036=Office of Edwational Reseamh
and Improvement (ED), Washington, DC.

A Sponsoring Agency is defined as an organizatim (e.g., govemment agency, private foundation, etc.), other
than the Corporate Author, that supported the wcsk (or the production of the document) by providing funds via a contract

or grant. Names entered in this field must either come from the ERIC Source Directory, or, if new, must be constructed
according to the standards appearing in Attachment 3. The instructions and examples for entering mganization names
that appear in Section V under INST dealing with the Institution data ekment, also apply to the entry of Sponsain
Agencies.

All documents bearing a contract or grant number should generally have a corresponding entry in the
Sponsoring Agency field. Particular care should be taken, however, to ensure that all wpm-is resulting from conuacts
or grams funded by the Department of Education (ED), or one ci its subunits (e.g., Office of Educational Research and
Improvement), have an entry in this field.

HISTORICAL NOTE: Prior to May 1980, the Federal agency responsible for education was the Office of Education,
a part of the Department of Health, Education, and Wegare (DREW). After that date, the Deportment of Education
(ED)a separate departmentassumed responsibility for education. Federully funded education documents not bearing
a Departmental designation by name or contract number should be assigned to DREW or ED name forms based on the
May 1980 date.

At the same time that DREW went out of existence in May 1980, the Department of Health and Human Services (DHIM)
was created. Documents produced by it or one of its subunits (e.g., National Institutes of Health, Administration of
Children, Youth, and Families, etc.) dated May 1980 or later should have those codes assigned which incorporate the

change.

Jaw 1992

;0 0

V-163 Ewe ?roaming Manual



SPONSORING AGENCY CATALOGING

The same argument holds for all such organizational now pmblems aeated by governmental reorganizations.

If a document cites so many financial supporters that it is not practical to catalog them all, one or more of the
maim stwportas may be cataloged selectively. Other cipnizations may be reformed in the Note field.

t71 5 41
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CATALOGING SPONSORING AGENCY

SUMMARY OF SIGNIFICANT RULES

I. The Sponscring Agency data element iskatifies the organization(s) that has funded the effort reported in the
document. Multiple sponsors may be cited, each in its own subfield.

2. All organizations cited as funding sources should be cataloged in the Sponsoring Agency field. However, if
there is a principal funding source and many secondary funding sources, the catalogers, at their discretion, may
choose to catalog only the principal sponsor. Sponsors whose help is only *collaborative "coordinative,"
"supportive," (1 .e. only nominal) need not be cataloged.

3. All Sponsoring Agency names used must agree with the standard established name forms cited in the ERIC

Source Directory. Existing names are ertesed by means of codes that represent the names in the ERIC
Source Ditrctory. If the name is new and ncx previously established, it should be formatted generally in

accordance with Guidelines for Descriptive Cataloging of Reporu, Section 2: Organization Name.

(See Attachment 3.) All standardized names are based on the pattern: largest element-geographic
location-smallest element.

4. Sponsoring Agencies should not be confused with preparing institutions or Personal Author's corporate
affiliation.

5. Entries in the CoUract Number field generally require a corresponding entry in the Sponsoring Agency field.
Particular care should be taken to ensure that all reports resulting from Department of Education funding have

an entry in this field.

6. The standard two-character postal codes should be used for abbreviating state names.

7. Organizations that perform the functions of both Sponsor and preparing Institution are listed only once, under

Institution. Do not list the same organization in both the Institution and Sponsoring Agency fields.



SPONSORING AGENCY CATALOGING

EXAMPLES

See the examples pmvided under the Institution data element (Section V).
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CATALOGING TITLE

B.24 TITLE

7ICIPICAL ENTRY TITLE_Science Achievement and the Minority Student.
Recommendsions of the Committee on the Future of
American Education.

The 'fitlt should contain the complete tide of the document or journal artkle, including alternative
sIttitle, paralic title, English translation of not-English tile, series tide, proceedings information, "Report

covering the period..." statement, edition statement, and other associated descriptive matter usually found on
the title page or cover weeding the author, organizational auspices, and other imprint information.

Because or the fugitive nature of the literal= entering the ERIC database, rhe determination of the
appmpriate title is one of the most challenging tasks a cataloger faces. Fortunately, problem tides constitute
only approximately 10% of all tities.

b. Main Titletfitle Proper

The complete document title, as found on the title page, is entered. If the title page of the document
is lacking, the cover title must be used as a second choice. In the case of the somewhat informal report
literature, the title page and the cover are frequently the same piece of paper, in which case there is no
problem. However, it also happens on occasion that the tide appearing inside the document (for example, at
the top of the Btu page of the text) varies from the title smearing on the outside cover ci the document. In
these cases, the cataloger must decide whether the outside cover should in fact be considered the official title
page. This will usually depend on the extent of other bibliographic data presented on the page (e.g., Authcr,
Publication Date, Institution, etc.). If the cover does include most of the bibliographic data and it is ob viously
the detetminer of the way the document is Islrely to be known and identified, then that is no problem.
However, if the cover is merely a brief non-substantive eye-catcher, at variance with an internal fully
descriptive title, then the standard library practice of relying on the inside tide page over the cover should be
followed. This question of cover vs. title page is not an easy one, and guidelines are difficult because of the
large number of troublesome variations that can be encountered. If the Title on the title page and the title on
the cover do not agree in all respects, catalog the title page title and refer to the "cover title" in the Note field.
This provides for retrieval on the second (unselected) title.
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Example:

Tide page reads: "The Role of Paraprofasiona Is in Utah Schools.'
Cover medic -Paraprofessionals in the Public Schools of Utah."

TITLE_The Role of Parapmfessionals in Utah Schools.
NOTE Cover title: "Paraprofessionals in the Public Schools of Utah."

The general rule for the recording of a Title is to record the tide proper exactly as to wording, order,
and spelling, but not necessarily as to punctuation and capitalization. (For more on punctuation and
capitalizat)on, see the last part of this Section.)

This rule requires that initial articles in the Tide are to be recorded and me not to be dropped. For
purposes of printed index production, however, the ERIC computer system prints but ignores initial articles in
any sortingffifing done by Title.

C. Alternative Titles

An alternative title is the second part of a lide dug consists of two parts, each of which is a Title in
itself. An alternative Title should be cataloged as if it were pan of the main Tide, e.g.:

TITLE The Umpest, or, The Enchanted Island.

Note, however, that the first wont of an alternative title should be capitalized.

d. Parallel Titles

A parallel Title is the main Title repeated on the document in another language. 1)(pically stch parallel
Titles appear cat bilingual or multilingual documents. These Titles should not be confused with Titles which
are translated by the cataloger (see the discussion which follows). Standard hlrary proceduit is to rgace an
equals (=) sign between parallel titles, e.g.:

TrILE_Creating a Love of Reading = Susciter le Gout de la Lecture.

e. Non-English Titles

If a document is in a language other than English, eller the Main Tide in the language of the
document. Follow this with the English translation in parentheses, as in the following example:

WILE L'emploi des connecteurs finncais dans l'expession d'etudiants Chinois: Observation
et analyse (The Use of French Connectors in the Expressice of Chinese Students: Observation
and Analysis).
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A non-English title generally should be cataloged in its complete form followed by the complete
translathm English; the is, do not jump back and forth in the titk between non-English mod English. If a
document is a conference proceedings and the tide is very lengthy, the information concerning the conference

number, location and date can be cataloged once in English.

While significant wads in the Tales of works in English are commonly catitalized and prepositions
and conjunctions me lower-cased, non-English Tides do not necessarily follow this practice. The simplest rule

to follow is to emulate the practice of the dociunem

The Titles most commcmly at variance with English usage are French titles. French practice is to
lower-case the words in tides, except for proper names. If the non-English Iltle appears in the document only
in upper case, follow the guidelines for caiAtalization found in the GPO Manual, Chicago Manual of Style, or
Anglo-American Cataloguing Rules. 'Mks should genetally not be =Wed in all upper-case, unkss they
consist solely of acronyms.

If a document is in Cyrillic (e.g., Russian) characters, transliterate the Mk into Rcanan characters in
accmdance with Z3924 Svsm for IrrNjpizjejjayip...gy.fikiEM. Additional Z39
transliteration standanis exist fir Japanese, Arabic, Hebrew. Lao/Khmer/Pali, and Armenian.

If a document cites its Tale in the language of the document and in English, this would be
considaed a parallel Tale and should be entered according to the rules provided in the earlier discussion of
parallel titles.

Titles in English, containing a reference to a non-English phrase or wad, need not translate the
non-English component.

f. Acronyms/Abbreviations hi Titles

Acronyms ancliar abbleviations which are pft of the Tule should NOT be spelled out in the Title
unless the Tdle Page or Cover actually does so. If the acronym or abbreviation is not spelled out in the Mk,
and if it is not clear on the basis of information in other fields, then the "translation" should be wcsked into
the Abstract

TTTLE_Educational Goals in SREB States.

g. Fabricated TitlesSupplied Tides

If no title can be found, one must be fabricated on the basis of an examination of the document. The
table of contents, chapter hesdings, and conclusions can be helpful in supplying a Title. When a Tule is
fabricated, all the text that is supplied must be enclosed in square brackets, e.g.:

TrTLE JNature vs. Nurture.]
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The subtitle is considered a part of the Ttk and is transcribed in the mme manner as the Me prow.

A-tektiti'Llinakstalkibleastillenewstlie maY be seParawd
from subtitle by a semicolon, comma, cokm, period, goeston mark or mcbmation mark. The lint choice is
to follow the actual punctutaion used on the docunwmt. Where the document provides no explicit guidsre,
punctimdon of the Ilde/Sulaide combination will be mess:Idly stkjeedve and will depend on how the
cataloger reads and Womb the Tale.

NOTE: Standard library practice, following dw; International Standard Bibliogaphic Description
(ISED) and the Anglo-American Cata'oguing Rules, is to separate major units of rale
information by a colon, e.g.:

TULE Gktbal Changes and American Citizenship Education: The Vital Role of History.

ERIC has not incorpomted ISBD guidelines into its cataloging practice and therefore the punctuation between
litle and Subtitle in ERIC records will vary.

Some examples of litle/Subtitle combinations, with varying punctuation, follow:

TITIE_Everybody's Business. A Book about School Discipline.

TITLE_Analyzing Media: Metaphors as Medmdologies.

TITLE_Where Is Geography? Three Studies of 'Thinking and Teaching.

TITLE_How Dare You! The An of Bluffing.

TITLE Winterthur, An Adventure in the Past.

TULE:Kilroy Was Here.* An Analysis of a World War II Myth,

Report Statements (as Subtitles)

Information relating to the type of report and period coveted by dr report is considered part
of the Title and is entard in the Subtitle position, as shown in the following examples:

TTTLE_Mexican-American Study Project. Revised Prospects.

TITLE_Essex County College Cost Fact Finding Committee. Fmal Report.

TITLE_Focus on Refugees. Draft Statement.

TI1LE_The Hispanic Female Head of Household. Interim Report.

TITLE Families in Turmoil, Transcript.
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'WILE Urbtur Education Network. Progress Report from the Period May 1991 -

April 1992.

WILE Fedetal-State Environmental Programs. Report to the Congress by the
Comptroller General of the United States.

TITLE_School Funding for New York State. Commissim Staff Report.

A report statement 'needing the Thle proper on the 11tk Page is transposed to the

Subtitle position.

Non-distinctive Report Niunbers, and those that cannot be reduced to afoul suitable
for the Report Nrunber field (i.e., that do not have an alphabetic prefix), are
cataloged as Report Statements, e.g.:

TI1LE_Store Management Guide. Information Leaflet No. 224.

TTILE_Vocational Assessmay. Policy Document 6.

TITLE_Research Methods in Interlanguage Pragmatics. Technical Reports 10

and 11.

The words "Number," 'Numbers," "No.," "Nos." arc normally :ran:sr:Jibed as they
appear on the Title Page, and are not arbitrarily added in cases when they are
missing.

Edition Statements (as Subtitles)

Infrwmation relating to the edition, revision status, volume, part, etc., of the
document is considered part of the lltle and is entered as shown in the following

examples:

T1TLE_Focus on Refugees. Second Edition.

TITLE_Focus on Refugees. Revised Edition.

1TTLE_Focus on Refugees. New Edition.

TT1LE_Focus on Refugees. Partly Revised.

iTrLE_Focus on Refugees. New Edition Revised and Enlarged.

T1TLE_Focus on Refugees. Volume 3.

TITLE_Focus on Refugees. Volume IX.

TITLE_Focus on Refugees. Part V.
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A series is a number +I separate waits issued in succession, and related to one another by
the fact that each bears a ccdlecdve ilde (generally appearing at the head of the Title Page).
They am normally issued by the same publisher or institutkm, in a uniform style, and are
frequently in a numerical sequoia% A documem issued in several parts or volumes with the
same title is not considesed a series.

The series Tale should be entered IsSabg the specific ilde of the document. The series
statement include: the cfistinctive collective Tide, and, in a numbered series, the munber of
the particular document, as in the Mowing examplem

TITLE_A Report on the Low Ability Student at Mizacosta College. Student
Personnel Studies, Secticm G.

TITLE_Facilitating Learning and Individual Develowent, Toward a Themy for
Elementary Guidance. Winnmota Guidance Series.

TITLE_1taching Rhythm. Music for Today. Smits 2, No. 8.

TITLE_The London Times. Great Newspapers Reprinted No. M.

TITLE_Supporting Leaders for Tomorrow. Occasional Paper No. 1.

I. Muki-Volume Documents

if a document is issued in several volumes or parts under one Title, enter the main Title and add the
volume or part number (and the distinctive Title of the particular volume, if any), as in the examples below:

TrILE_A Potpourri of Ideas for Riechers of At Risk Students. Volume II, E.arly Childhood
Education.

TITLE Curricahun for Geographic Instruction. Parts 1-5.

TITLE_The Academic Market in the 21st Century. Volumes I and 2.

NOTE: It is not necessary to bracket supplied connectives, like "ancr above.
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3.

T1TLE_NSFs Role in Science Edueatini. Volume W, Cognitive Processes. Volume V.
Commissioned Papen.

TITLE Financial Funding for Schools: 9. A Review of a Naticsal Survey.

Trni State Survey of Mathematics Achievement. Fmal Report and Executive Summary.

THIE_Helping 010= At Risk Bibliography, with Surclements 1 and 2.

T111..E_Improving Your Geographic Litenicy. lbacher's Edition and Student's Manual.

Occasionally, several documents with variant titles are packaged together to make one accession. There
is usually a close relationship among the documents which pnxhices a rationale for such pouping. [For
example, a document is comprised of three brochures, all from the American Council on Science and Health
and all involving advice on the intake of food and drink. Each brochure alone would probably have been too
slight to be acceptable for R1E, but all three together, having a unity of subject matter, can make a reasonaule
accession.] Since each brochure had an individual Title, each should be in the Title field, lather than create
a fabricated title, as follows:

TrILE_Alcoliol Use during Pregnancy [and) Fast Food and the American Diet (and) Food
Additives and Hyperactivity.

NOTE: Here brackets have been used around the supplied connectives to clarify the
existence of three separate documents, especially since Me individual Mies also
contain cotmectives.

Tlw Abstract would, of course, further elaborate on the existence of separate works.

Conference Proceedings Thles

When the entire proceedings of a confenance, workshop, seminar, or other meeting, are entered, the
Title should be taken veibatim from the Title page, except that the number of a conference appearing in the
Title should be removed from its position and placed in pmentheses after the Title, as shown below:

TITLE Summary of the Proceedings of the Working Conference on Language Development
in Disadvantaged Children (10th).

When the date and/or place of the conference also appear in the Title, or are clearly indicated on the
Tule page or elsewhere in the document, they should also be moved and included in the parentheses in standaid
form in the order number, place (city/town:, state/province: countiy, if non-US.), date, as found in the
following example:

TITLESollec five Bargaining in Higher Education: The 1990's. Proceedings of the Annual
Conference (18th, New York, New York, April 23-24, 1990).

t)be:3
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Street adthesses and the names of conference sites such as univenities, convention centers, and hotels

at which meetings are held are not Maimeit thine the data caned in the Note field, sane names are not
abbreviated in the Tale field unless they are abbrevised on the document.

NOTE: When individual papers or speeches (as opposed to complete conference pmceedings) are
entered into the .sotem, they a r e cataloged under their individual Mk and a 1 l descriptive
information relating to the conference or meeting at which the paper or speech was presented
is entered in the Note field. (See the discussion under NOTE in Section V)

k. Congressional Hearing Titles

Hearings of the Senate surd House of Rernesentatives of the U.S. Congress and their various
Committees six:uld include in the Title field infonnaties as to the number and session of the Congress, as
shown in the fthowing exffinple:

TIME_Oversight Hearings on Educational Assessment Hearings before the Subcommitte e on
Elementary, Secondary, and Vocational Education of the Committee on Erkication and Labor. House
of Representatives, One Hundred Second Congress, Fust Session (Mardi 13-14, 1991). Mate of
Hearings may be omitted from Wile if it is only a single date and is same day as used for Publication
Date.1

NOTE: Since the vast majority of hearings are held in Washingkm, D.C.. the geographic location of
hearings should be recorded as part of the title pall when they are not heki in
Washington, D.C. (see Examples).

Titles of Congressional hearings can be quite lengthy; however, all of the Title should be recorded
unless the Tale will exceed field space limitations. This means that, if the Tale includes a brief statement of
what a particular act or bill is intended to do, this information should be part 40 the Tale imits it would cause
the Title to tnmcate. In extremely long rides, ellipses may be used, but only AFTER tie first line of the Title
(to do so before would prevent duplication validation). Data giving intent a other description of the legislation
not incorporated in the Tale field should be included in the Abstract.

Congressional hearings are not consistent in how they handle the number and session of Congress; in
some instances the information is spelled out, i.e., "One Hundred Second Congress, First Session," and in
others, the information is shortened, i.e.,"102nd Congress, 1st Session." Whatever format is on the Tale page
should be followed.

1. Journal "Theme Issue" Titles

If an entire journal issue devoted to a single topic is being cataloged as if it were a monograph, the
journal name goes as usual in the Journal Citation field (see Section V under 'NI.) and the "Theme" Title
should be used as the title of the "monograph," e.g."

TIME...Education in Urban America.
.INL American Education Today; v23 n4 Dec 1991
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m. Journal 'Runs"

If an entire volume of a serial, e.g., all of the twelve issues of a non-CUE journal, are collected and
entered as one document, the Tale of the journal will be entered in the Title field and entered in the Journal
field as well:

TITLE_American Education Tbday. 1991.
JNL American Educatim 'Ibday; v23 n1-4 1991

n. Dates as Part of a Tide

While dates frequently may appear on a Mile page k) be part of a Tale, their inclusion in the Title fiekl
and not in the Publication Date field depends on the specific document being processed.

Exampk:

ME: A Survey of School Funding in Massachusetts. 1989.
PUBLICATION DATE: 1991

The Title field would include the date *1989W since die publication date is quite different from date
of survey. If the publication date were 1989, the date would normally be omitted from the Title field.

Annual or recurring publications (e.g., 1989-90 Enrollment Statistics for Montgomav Colkee, 1990-91
Enrollment Statistics for Montgomery College) would be entered as:

TITLE_Enrollment Statistics for Montgomery College, 1989-90.
TI1LE_Enrollment Statistics for Montgomery College, 1990-91.

Transposing numbers with the text, such as in the above titles, allows for like citations to be mere easily
retrieved and duplicate checked. Normally 'Titles should not begin with dates such as Fiscal Years, FY,
Reporting Periods, etc. If the date is an integral and *unmovable part of the tide, i.e., *1991: A Bad year for
Federal Funding of Education," then it would be cataloged as on tlw Title page.

o. Institutional Information in the Title

Some Tula may include corporate author (Institution) or other similar information; for example, "Level
of District Funding in Ohio. Reprt of the Governor's Committee to Evaluate School District Funding* contains
corporate author information. In this instance the Institutional* information should be retained in the Tule
since the Committee appears to be a transient institution which would not normally have a code. On the other
hand, if the Title included a statement *Report of the Ohio Department of Education," only the word "Report'
would be retained in the Title field as "Ohio Department of Exlucation" would be entered and displayed
separately as the corporate author.
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p. Dupneate Tides

(1) Different Dacuments

Diffesent documents with duidicate Tides do occur. Sometimes they am pnxincedby diffamt
preparers out of sheer coincidence. Other times they occur simply became the wpm did not vary
the le of a ireliminary repro fmm that of a final avast. Sometimes they occur unnecessarily
because a cataloger did not combs a truly complete The statement, or because the cataloger
incorrectly cited the series Titk (common to many items) before the unique main 'Mk.

It is always helpful to the user if such items can be differentiated fim one another. This is
best done if the Mks thanselves can be made to vary in some legitimate way. Sometimes this can
be done by the addition to the Ilde of such distinguishing information as:

Volume 1, Volume 2
Final Report, Interim Report
Preliminary Edition, Final Editim
January 1992, March 1992

1990, 1991
Sixth Edition, Seventh Edition
Supplement, Second Supplement

Where this cm legitimately be done without doing violence to the ndes of cataloging, it should be
done. Whai the Vales cm be varied in some infonnative way, the osier is beneficed in a number of
instance& 7We Index entries, mksceche headers, althreviased online search output, etc. In all these
cases, duplicate Titles are troublesome to the user becmse am:micas become hard to tell apart without
additional research. A small variation at the end of the Me, placed there by a helpful cataloger, can
sometimes bypass such problems altogether.

b
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(2) Duplicate Documents

In the above situation. the problem is that two different documents may not be
distinguishable if they end trp ad* the mnie tide. There are other instances where the danger
is that two duplicate documents may not be detected because their tides are cataloged
differently. This usually occurs because of variations in recording subtitles. The following
examples are of some &nations to be guarded against, where duplicate subtitles were
warded diamendy by &Taft catabgers, &mak, cregaill, as far as die computer is
commned,damentiumns:

[Subtitle]. Phase I of...
[Subtitle]. Phase 1 of...

[Main Thie]. Awards and Prizes.
[Main Title]. Awards & Prizes.

[Subtitk]. Fastback Series No. 64.
[Subtitle]. Fastback Series 64.

[Subtitle]. Fmal Report 1974-75.
[Subtitle]. Fmal Report

[Main Me]. Are They Helping Children?
Main litle]. Are They Helping Children? A Report.

[Subtitle]. Evaluation Report, FY73.
[Subtitle]. FY73 Evaluation Report.

q. Long Titles

The size limitation on the Title field is 500 characters. 11 vast majority of document titles do not
approach this size and can be reccs-ded in their entirety without any problem. On rare occasions, however, a
title page is so communicative that it becomes necessaiy to tnmcate an excessively long title at a logical break
point.

The following title is an actual example that exceeds 500 characters in its natinal state. One possible
truncation is shown in tlw example:

TITLE
(Over 500 Characters)

Assessment of the school career and health record fox
children attending school Woad. 2nd part
Consisting et appendices to the preliminary report on
natimal experience acquired in the use of the school
career and health monk I. Questionnaire seat to
national administrations; ii. Request for further
information on the record (CD 15): iii. "The use of
the school career and kali record as proposed by
the Council of Europe An evaluation survey."
Preliminary report for the European Commission.
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ACCEPTABLE AssessmeM of tin School Career and }bath Record
TRUNCATION BY for Children Mewing School Abroad. TM Patt.
CATALOGER Consisting of Appendices to the Reliminary Report

on National Experience Acquired in the Use of the
School Career and Health Recordz...Preliminary
Report for the European Commission.

r. Punctuation and Capitalization of Thies

Initial articks, prepositions, and conjunction are retained and capitalized.

MI words in English tkks are written with initial capitals except for articles, prepositions, and

conjunctions (e.g., the, to, ht, and, bg, as, Me) that are not first woals. (For other exceptions see
sections on Alternative Thies, Parallel lido. and Non-English Tides.) However, "toe is capitalized

when used as the first element et an infinitive.

All special chsracaess in the ERIC Character Set may be recorded as used on the document, including

the question matt and exclamation mark

Words in the titk are not abbreviated unless abbreviated on the document; at the same time,
abbreviations appearing in the title ate not gratuitously spelled out.

Titles may include numbers in amy position. Care should be taken not to key the lower case "111 (el)

instead of a genuine "la (one) and not to key an "0" (oh) instead of a genuine "Os (zero).

Punctuation between Main 'fide and Subtitle may be a comma, sesnicokm, colon, dash, period, question
mark, or exclamation mark, depending on the usage of the document or the judgment of the cataloger

as to the appnwriate punctuation. In the Title field the semicolon does not function as a subfield
delimiter.

Parallel titles are separated by an equal sign ( ).

Fabricated or supplied rides are enclosed in square brackets.

All titles should normally end with a period. That are three exceptions: (I) supplied tide, in which

case tide and concluding period are enclosed in square brackets; (2) title ends with a quotation mat,
in which case the GPO Si* Manual calls for the period to come inside the quotation mart (3) title

ends in a question mart or exclamation mark.
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SUMMARY OF SIGNIFICANT RULES

1. The title proper should be transcribed exactly as to wading, ada, and spelling, but not necessarily as to
punctuation and apitalizatiat.

2. Thies should be recorded as on the document and should not be changed arbitrarily, e.g., (1) to make a
"maverick" tide =form to the others in a related group, or (2) to change state names to the two-character
postal abbreviation. However. conference proceedings data (number, place, date) are standadized and placed
in parenthesen

3. PhraSes designating a "Final &pat or "Progress Report" should be placed in the subtitle position (along with
the period covered). Series titles should be placed in the subtitle position and should generally not tweeede the
distinctive specific title for the document in hand.

4. Non-English titles must be translated for the benefit of ERIC users. If the ERIC document processor peavides
the English translation. it is appealed in paratheses to the real tide U, however, the document provides its
own translated title, it should be treated as a "parallel title* (q.v.), without parentheses.

5. When canplete conference proceedings volumes are being entered as single accessions, it is appropriate to put
the complete conference information in the Mk field. However, when single papers from ecofennecs are
being entered, each paper will have its own title and the conference information will then descend to the
Descriptive Note field.

6. "Thane issues* of journals being entered as single accessions ai single subjects (i.e., as monographs) should
have their titles cataloged as the "theme tide (and not the journal title). The jcarmal tide will, of cane, be
cataloged in the Journal Citation field.

7. Wherever feasible, documents with duplicate titles should have those titles differentiated by the addition of
some distinguishing faUure, e.g., Fmal/Intaim; a1/#2; 1975/1976; Sixth editice/Seventh edition; Supplanent;
Volume 1/Volume 2; Preliminary/Final; etc.

8. Titles are limited to 500 charactrs. Thies exceeding that limit should generally be truncated by the cataloger
at some logical break. If this is not done, the computer system will simply stop the titk at 500 characters.

9. If no title exists, one must be supplied. Fabricated/supplied titles must be enclosed in square toackets.

10. In the aro of pimctuation and capitalization: initial articles are retained; words in the title are not abbreviated
or spelled out unkss abbreviated or spelled out on the document words in the title are written with initial
capitals except for articles, prepositions, and conjunctions that art not the first word in a title; titles normally
close with a period. The semicolon does not function in this field as a subfield delimiter and may be used as
a normal element of punctuation.

11. The title entered on the preliminary duplicate checking tool, the Acquisitions Data Report (ADR), and the title
uldmately selected for final cataloging, may not always agree. The ADR Tule, which may be recorded by
non-cataloging staff, should, in general, adhere to EPM conventions when possil3le, but the final cataloged title
should never be "forced* to match the preliminary ADR title when the ADR Title is clearly incorrect or
inaccinate.

(366
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EXAMPLES

ALTERNATIVE TIME The Ibmpest, or, The Enchamed Is lard.

NON-ENGLISH
LANGUAGE TITLE

PARALLEL TITLE

ROUTINE TITLE

SUPPLIED ITIL.E

TITLE OF
CONFERENCE
PROCEEDINGS

TITLE OF
CONGRESSIONAL
HEARINGS

TITLE OF ONE
DOCUMENT IN
MULTI-VOLUMES

Trnz OF ONE
VOLUME OF MULTI-
VOLUME DOCUMENT

Trru WITH EDITION
STATEMENT

Leeciones de Quechua (Quechua Lessons).

Road Map of Switzerland Carte routiere de la Suisse.

Critical Events Shmting Women's Education.

(NUEA Conewondence Study.)

Pmceedings of the Annual Foreign Language Conference (31st,

Columbus, Ohio, November 13, 1991).

Oversight Hearings on Educational Assessment. Hemings beim the
Subcommittee on Elementary. Secondary, and Vocational Education of
the Committee on Education and Labor, House of Reptesentatives, One
Hundted Sectaid Congress, First Session (Chicago, Illinois,
March 13-14, 1991).

NSF's Role in Science EducMice. Volume IV, Cognitive Processes.
Volume V. Commissioned Papers.

Teaching the Mentally Retmded. Volume II, The Practical Arts,

Focus on Hmong Refugee Education. Second Etlition.

TITLE WITH REPORT The Urban Education Network. Progress Report for the Period May

STATEMENT 1991-Axil 1992.

TITLE wrni SERIES
TITLE

I= WITH
SUBTITLE

Facilitating Learning. Minnesota Guidance Series No. 5.

Critical Events Shaping Women's Education. A Handbook for

Reducing Sex Bias in the Cuniculum.

,
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LIST OF ATTACHMENTS

ATTACHMENT 1: OBSOLETE/DISCONTINUED FIELDS

A. Grant Number
B. Project Number
C. Program Arm Code

ATT4.CHMFNT 2: CATALOGING SPECIFIC TYPES OF DOCUMMITS

A. Analytics

ATTACHMENT 3: CENDIJCOSATI GUIDELINES FOR ORGANTZATION NAME(S)

t i i

-
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ATTACHMENT 1:

OBSOLETFIDISCONTINUED FIELDS

GRANT NUMBER

oftlaprr

Data Element/Held
Data Entry Taggeyward
Ras
Mandatory/Optional
Data By

Subtle** Oennitted
Feld Lingth
Fold ID No. (Tape)

C*100.010
Cletarintihnroa

Alptiabatic,..Nurnatic,'Spablit..
.

- 85 Mak.); 16 (Avg.)
- 47

TYPICAL ENTRY (RIE Only) GR NE-GM-3-0006

NOTE: This field was merged with the Contract Number field beginning with the January 1991 issue of RIE
(ED 322 286). Entries in the Grant Number field prior to that time have not been merged into the Contract

Number field.

Grant Numbers are alphanumeric tags representing instruments through which financial support was given

the work or research reported in documents. At one point a distinction could be made between Grants and Contracts

in that the scope of work cf a grant was usually broader and more general and did not contain lists of specific tasks

and deliverables. A contract, on the other hand, usually specified certain tasks or contract-deliverable items, and the

contrxting agency monitored the effort to ensure that all contractual obligations were met.

Over time, the disfinction between the two became "fuzzy," additiorul funding instruments were introduced

(e.g., "Cooperative Agreements"), and the numbers for grants and contracts became difficult to tell apart. Now, all
types of funding instnmients are recorded in the one Contract Number field.

Through June 1976 (ED-118 719), the Grant Number field was restricted to gants of the Office of
Education and the National Institute of Education (NIE).

When the field was active, eie rules fdr cataloging Grant Numbers were essentially the same as those for

cataloging Contract Numbers.
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PROJECT NUMBER

TYPICAL FNTRY (RIE Only)

NOTE: This data element was discontinued in 1982.

BN BR-5-8047
BN V361123L; 498A11800003

A Project Number is an alphanumeric code assigned by the Sponsoring Agency to the project under

which the document in hand was produced. ProjectNumbers should not be confused with Contract/Grant Numbers.

Historical Note.: This data element was in use through June 1982. During this time only US. Office

of Education and US. Department of Education Project Numbers were cataloged.
Early US. Cyfice of Education contractor reports utilized a Project Number
beginning with the prefix "BR" (standing for Bureau of Research), e.g., BR-5-8047.

This format was later discontinued. No unified Project Number system exists for all
Department of Education components and many components do not use Project
Numbers at all. For this reason, and because Project Numbers appear on documents

so infrequently, this data element has been made inactive. This field was used in
approximately 7300 records.

I
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PROGRAM AREA CODE

. .... . .
.

Data Erflry T(eyword

TYPICAL ENTRY (RIE Only)

NOTE: This data element was discontinued in 1979.

PA_32

The two-digit numeric Pmgram Area code was established to identify the legislative authority under
which the project producing the document was funded. Unfortunately, relatively few documents made a practice of
citing their authorizing legislation. As a result, the code appeared infrequently in RIE records, and, in 1979, it was
dropped entirely and labeled inactive.

When in use, the Pmgram Area Code was entered as shown in the typical entry above. This data
element does not appear on the vendor files.
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1111
ATTACHMENT 2:

CATALOGING SPECIFIC TYPES OF DOCUMENTS

I. Introduction

The intent of Attachment 2 is to gather in one kication complete informadon concerning the processing
of specific, frequently encountered types of documents. The first such *holistic write-up covers "Analytice.
Additional Thies will be added to this Attachment as needed, e.g., composite documents (one or more
separately published documents combined into a single accession).

IL Spedfic Types of Documents

A. Ana lytics

1. Deradtkm

June 1992

An analytic is a part of a larger document. The part is treated and processed as if
it were a separate document. The part is spoken of as being analyzed out of the larger
document. The larger document is often referred to informally as the "parent" and the parts
as die "children". A larger document (e.g., a conference proceedings) may be analyzed
comprehensively (i.e., all pans processed) or selectively (one or more puts processed, but not
all).

Selection Criteria (Deciding to Analyze)

Analytics must abide by all of the regular rules for documents, e.g., they must bc
duplicate checked, they must be physically complete and reproducible, etc. However, there
are some addidonal criteria applicable specifically to analytics:

a. Size

Small documents (5, 50 pages) that would result in "undersized' chikiren
(5.. 5 pages) should rarely be analyzed.

b. Multi-Subject Coverage

A document, each of whose pans covers essentially the same topic, should
generaly not be analyzed. If analytic parts are all on the same topic (e.g., "clones"),
they might as well be treated as ooe unit (as published). The intent of analytics is
to enhance retrieval by treating :ndividually pans that are different. If the parts are
not very different from each other, there is little point to the separate treatment. A
conference proceedings, where the papers cover a wide range of different topics,
would be a good candidate for analysis.

V-2-1 ERIC Processing Manual
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c. Reproduction Release Obtained

The parent doctnnent must be at Level 1 or 2. Documents at Level 3 may

not be analyzed since this creates a proliferation of entries for items ERIC cannot

provide.

Unless a part carries its own separate copyht notice, the reproduction
release permissicm obtained fir the parent is considered to extend automatically to

the each of the pads.

3. Copy Requirements (for microfilming)

Each part analyzed out of a parent docurnent must be input as its own separate and

distinct physical document. This necessitates either obtaining a second copy of the parent
(which may be dismembered) or making a photocopy (from the parent) of the analyzed rens.

4. Accessioning

Analrks should be accessioned in the same sequence in which they appear in the
parent document, beginning with the next accession number immediately after that of the

parent.

S. Shipping

Parent documents and their analyzed parts should as a rule be sent together in the
same week's shipmaa. If the number of analytics is so large that the Clearinghouse wants
to spread the input across two weekly shipments. the Facility should be alerted in advance.
Facility processing of analytics is delayed until all parts from a given parent are in hand. As
with all "related documents," analytics must appear together in the same ME issue.

6. Parent Document Created by Clearinghouse

Sometimes a conference results in a large number of separate conference papers, but

not in a unified, published "Proceedings" vohnne containing these papers. Sometimes, to
benefit the end users, and perhaps as part of a cooperative agreement with the conference
sponsor, a Clearinghouse will decide to assemble and combine these various papers to create
an artificial "Proceedings" volume (with a Clearinghouse-created title page and table of
contents). Some or all of the papers sc. assembled may legitimately also become analytics,

even though the "parent* document in this case had no previous existence before
Clearinghouse processing.

7. Sample Records

See Figure V-2-1 for an example of a resume (selected fields) for a Parent
document, with a NOTE_ referring to the parts that have been separately analyzed.

See Figure V-2-2 for an example of a resunn: (selected fields) for an Analytic, with

a NOTE_ field referring to the Parent document from which it has been extracted.

t tj
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Sarno le Resume (Selected Field%) for Parent Document

CH FL1234561
TITLE Language Proficiency for America in the 21th Century. Proceedings of the Annual Conference of the
Association of Language Machos (10th, New York, NY, May 3-5, 1991).
AUTH Jones, Matilda T., Ed.; Swanson, Bruce, Ed.
INST BBB123456.Association of Language Thacluns, Atlanta, GA.'
NOTE For individual conference papers, see FL 123 457-465?
PUBTYPE 021
GEO_U.S.; Georgia
ABST_Selected papers from the 1991 the annual conference of the Association of Language Tbachers are
presented. The theme of the conference was preparing students in the United States to be proficient in foreign
languages in the next century. The papers are: 'Restructuring the Elementary Foreign Language Program
(Donaklson, Sarah);...`

FIGURE V-2-1: Sample Resume (Selected Fields) for Parent Document

Sample Resume (Selected Fields) for Analvtic

CH_FL1234571
T1TLE_Restructuring the Elementary Foreign Language Program.
AUTH_Donaldson, Sarah
PUBTYPE 150
NOTE In: Language Proficiency for American in the 21st Century. Proceedings of the annual Conference of the
Association of Language lbachers (10th, New York, NY, May 305, 1991); see Fl 123 456?
GEO_U.S.; Ohio'

FIGURE V-2-1: Sample Resume (Selected Fields) for Analytic

Parent document should be accessioned before the children.

2 Mthough the Institution is cataloged for the parent, normally it is not also used for the analytics, as the conference
organization typically is not responsible for the content of individual conference papers.

The note format should be succinct.

Whenever possible, use a Table of Contents type abstract for parents, that can, in effect, act as an index to the
analytics.

5 For individual papers, CrOss reference back to the parent document: it is not necessary to cross reference children to
children.

6 For individual papers, the GEO field should be catalo ed with the geographic location of the author of the paper, do
not use the parent document's location for this field.

. .
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ATTACHMENT 3:

CENDI/COSATI GUIDELINES FOR "ORGANIZATION NAME(S)" 1

2.0 ORGANIZATION NAME(S)

2.1 DEFINITION: Names of the corporate bodies associated with the report.
Two types of organizations are associated with reports: the corporate
author, the institutional or corporate body preparing the report and
performing or contractually responsible for the work; and the monitoring

or funding Agency, the organization responsible financially for the
report or sponsoring the work, and controlling distribution of the
report.

2.2 PURPOSE: To identify organizations associated with the report in a
standard manner, thus to facilitate bringing together all reports
generated or sponsored by a specific organization.

2.3 CONTENT: There are two distinct cataloging functions associated with an
organization name. One, performed by cataloging staff wherever
technical reports are processed, consists of adding appropriate names to
a document citation. This is done by choosing from an authority list of
organization names the numeric code(s) for the name(s). All codes that
apply are recorded. Narrative entries of the names corresponding to the
codes are generated automatically by computer.

The other function consists of formatting the narratiVe entry of the name
for addition to the authority list. Maintenance of the authorities is
the responsibility of the four CENDI agencies; preliminary entries may be
submitted by other cataloging sites, to be verified by CENDI agencies
before being added to an authority file. Rules for formatting these
entries are given below. These rules are followed by the CENDI agencies
and will assist other catalogers preparing tentative entries for CENDI
review.

2.3.1 Selection of Elements of Organization Name Headings: General Rules

2.3.I.a

Only two organizational elements may be chosen. They are usually
selected from the title page or the cover page of the report.

This attachment is a photocopy of Section 2.0 "Organization Name(s)", extracted from Guidelines for Descriptive
4110 Cataloging of Reports. A Revision of COSATI Standard for Descriptive Cataloging of Government Scientlfic and

Technical Reports. Washington, DC, Commerce, Energy, NASA, Defense Information (CEND1) Cataloging Committee,
19W5, 100p. (FB86-112349).
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2.3.1.b

When tvo elements are chosen, they are the largest and the smallest
elements; the city and state name of the smallest element follows the
largest element of the organization heading.

APPEARS AS: ENTER AS:

2.3.I.c

General Electric Co., Syracuse, NY,
Tube Department. Imaging Devices
Operation.

General Electric Co.,
Syracuse, NY. Imaging Devices
Operation.

This selection of elemeats may vary if a smaller element includes a
proper name (see 2.3.3.a); if a smaller name is the name of an
independent company or a major government bureau of service (see
2.3.3.1,); or if the report series number assigned by the originator
indicates a different level of editorial responsibility (see 2.3.3.c).

2.3.2 Selection Of Elements of Organization Name Headings: Specific Rules

2.3.2.a

U.S. is omitted before government headings

APPEARS AS: ENTER AS:

2.3.2.b

2.3.2.c

U.S. Coast Guard, Washington, Coast Guard, WAshington DC.
D.C.

United States Geological Survey, Geological Survey, Reston, VA.
Reston, VA.

City or state names which repeat part of the name of the main element
are omitted.

APPEARS AS:

Massachusetts Institute of
Technology, Cambridge, MA.

University of Rochester,
Rochester, NY.

ENTER AS:

Massachusetts Inst. of Tech.,
Cambridge.

Rochester Univ., NY,

If the subelement includes a geographic name, the geographic name is
repeated as part of the subelement.

APPEARS AS:

Burroughs Corporation, Radnor,
PA, Radnor Division.

ENTER AS:

Burroughs Corp., Radnor, PA.
Radnor Div.
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2. 3.2.d

2.3.2.e

2.3.2.f

State names are not abbreviated within a beading except when used as
part of the place name.

APPEARS AS: ENTER AS:

State University of New York at State Univ. of New York at
Albany. Albany. 0

University.of Rochester, Rochester Univ., NY.
Rochester, New York.

Names of state and local government agencies should start with the
names of the state or local government; words like "state", "city",
county" are included or omitted in acordance with local practice.

APPEARS AS: ENTER AS:

Community Redevelopment Agency
of the City of Los Angeles.

County of Los Angeles, Department of
Health Services, Los Angeles, CA.

Department of Education, State of
New York, Albany, New York.

Los Angeles City Community
Redevelopment Agency, CA.

Los Angeles County Dept. of
Health Services, CA.

New York State Dept. of
Education, Albany.

The name "University of...(city or state)" is always written beginning
with the city or state name, regardless of legal and financial rela
tionships; punctuation is not inserted in the inverted form (as is done
when cataloging according to AACR2).

APPEARS AS: ENTER AS:

University of Pennsylvania, Pennsylvania Univ.,
Philadelphia, Pennsylvania. Philadelphia.

The University of Alabama in
Huntsville.

University of WisconsinMadison,
Madison, Wisconsin.

Alabama Univ. in Huntsville.

Wisconsin Univ.Madison.
QD

()ERIC uses: "State Univ. of New York, Albany,"

©ERIC drops "at," "in," and " (hyphen)." etc. used to designate individual campuses or branches.

(DERIC uses: "Alatema Univ.. Huntsville."

(ID ERIC uses: "Wisconsin Univ.. Madison."
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2. 3. 2.g

The names "University of...(geographic region)" and "State adversity

of..." are written without reversal.

2.3.2.h

2.3.2.i

2.3.2.j

APPEARS AS:

University of tLe South,
Sewanee, TN.

APPEARS AS:

State University of New York at
Stony Brook, New York.

ENTER AS:

University of the South,
Sewanee, TN.

ENTER AS:

State Univ. of New York at
Stony Brook.4N

Departments of universities are always-written in the form "Dept. of

...", regardless of the way they appear on the report.

APPEARS AS: ENTER AS:

University of Southern California,
Los Angeles. Electrical Engineering
Dept.

University of Southern
California, Los Angeles.
Dept. of Electrical
Engineering.

Major committees of executive organizations are written following the

names of the organization.

APPEARS AS:

Committee on Earthquake Engineering

Research. Commission on Engineering

and Technical Systems. National
Research Council.

ENTER AS:

National Research Council,
Washington, DC. Committee on
Earthquake Engineering
Research.

Joint committees are written directly under their own names.

APPEARS AS:

Congress of the United States, Joint
Committee on Reduction of Federal
Expenditures.

EnER AS:

Joint Committee on Reduction
of Federal Expenditures (U.S.
Congress).

()ERIC uses: "State Univ. of New York, Stony Brook."
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2.3.2.k

2.3.2.1

Abbreviations are not used as the first word of a heading, but are

spelled out

APPEARS AS:

AF Avionics Laboratory, Wright-
Patterson Air Force Base, Ohio.

APPEARS AS:

St. Anthony Hospital, Columbus,
Ohio.

U.S. Steel Corporation, Monroeville,
Pennsylvania.

ENTER AS:

Air Force Avionics Lab.,
Wright-Patterson AFB, OH.

ENTER AS:

Saint Anthony Hospital,
Columbus, OH.

United States Steel Corp.,
Monroeville, PA.

An exception is made only when the abbreviation is a legally or

officially established element of the corporate title.

2.3.2.m

2.3.2.n

APPEARS AS: ENTER AS:

RCA Corp., New York, N.Y. RCA Corp., Nev York.

(legal name)

If an organization customarily uses an abbreviated form of its
official, legal, or chartered name, the abbreviated form is preferred.

APPEARS AS: ENTER AS:

Alabama Agricultural and Mechanical Alabama A and Pi Univ., Normal.

University, Normal, AL.

Leland Stanford Junior University, Stanford Univ., CA.

Stanford, Calif.

If an organization changes its name, both old and new forms of the name

are retained, with cross references made between them. (See Appendix

5). A specific report is cataloged under whichever name appears on the

publication.

June 1992 V-3-5 ERIC Processing Manual
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2. 3. 2. o

2.3.2.p

2.3.2.q

If a report is authored jointly by two or more components of the samm

organization, the heading should be no more specific than the smallest

organizational level common to all components. 8

APPEARS AS:

General Electric Co., Cincinnati,
Ohio. Flight Propulsion Division.
Advanced Engine Technology Department

and
General Electric Co., Cincinnati,

Ohio. Flight Propulsion Division.
Large Jet Engine Department.

ENTER AS:

General Electric Co
Cincinatti, OH. Flight
Propulsion Div.

When two companies are participating in a joint venture, the names are

combined into a single source. The combination is usually found on the

document. c)

APPEARS AS:

DeLeuw, Cather and Co. and STV, Inc.
Washington, DC.

ENTER AS:

DeLeuw, Cather/STV,
Washington, DC.

International unions or organizations which have no permanent
headquarters way be written with no place name.®

APPEARS AS:

International Association for
Quaternary Research.

ENTER AS :

International Association for
Qvaternary Research.

©When several subdivisions of large government (state or federal) agencies or universities are jointly the source, ERIC
does not adhere to this rule. For example, two major offices in the Department of Education, the °Office of
Educational Research and Improvement" and the "Office of Elementary and Secondary Education," appearing as joint
sources. would not in most circumstances, be cataloged und 'se broader *Department of Education" but would each
be cataloged separately.

°ERIC nomially does not combine organizations into one name; however,

incorporates two organizations, then the source is entered in that format, e.g..

()ERIC extends this rule to include any entity without a tixed address, e.g.
associations, professional associations, etc.

if an entity, e.g., a project name,
"Annenberg/CPB Project."

. consortia, networks, state or local
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2.3.2.r

If any of the following terms is written out on the document, it should
be abbreviated within the corporate heading. (Authority: U.S.

Government Printing Office Style Manual and foreign dictionaries)

Abteilung Abt.
Air Force Base AFB
Air Force Station AFS
Aktiebolaget A.B.
Aktiengesellschaft A.G.
Aktieselskab A/S
Anciens Anc.
bij voorbeeld B.V.
Boluk 81.
Brothers Bros.
College Coll.

Campagnie Cie.
Campania Cia.
Cmnpany Co.

Corporation Corp.
Departement Dept.
Department Dept.
Departmental Dept.
Departmentet Dept.
Dipartimento Dipt.
Divisao Div.
Division Div.
Dtvisione Div.
eingetragner Verein e.V.
Etablissements Ets.
Geobroeders, Gebrueder Gebr.
Gesellschaft mit beschraenkter Haftung G.m.b.H.
Incorporated Inc.
Ingenieur Ing.
Institut Inst.
Institute Inst.
Institute of Technology Inst. of Tech.
Iastitutet Inst.
Instituto Inst.
Institutt Inst.
Institutul Inst.
Instituut Inst.
Instytut Inst.
Istituto Ist.
Kommanditgesellsehaft K.G.
Kommanditseiskab K/S
Laboratoire Lab.
Laboratoires Labs.
Laboratories Labs.
Laboratoriet Lab,
Laboratorio Lab.
Laboratorium Lab.
Laboratory Lab.
Limited Ltd.

lune 1992 V-3-7
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Maatschappij
Manufacturer
Manufacturers
Manafacturing
Naamloze Vennootschap
Offene Randlesgesellschaft
Professional Corp..
private or (p)
Proprietary
Public Limited Co.
Societe per Axioni
Societe Anonyme
Societe a Responsabilite Limitee
spolka
Universidad

Universidade
Uoiversita
Universitaet
Universitas
Universitatea
Universite
Universiteit
Universitet

Universitetet
Universiti
University
Univerzita
Univerzitet
Uniwersytet
Volkseigner Betribe

Hij.
Mfr.
Mfrs.
Mfg.
N.V.

O.H.G.
P.C.

Pvt.
Pty.
PLC
S.p.A.

S.A
S.R.L.
s-ka
Univ.

Univ.
Univ.
Univ.
Univ.
Univ.
Univ.
Univ.

Univ.
Univ.
Univ.

Univ.

Univ.
Univ.
Univ.

VEB.

NOTE; This rule does not restrict the use Of ebbreviations that occur on the
document.

2.3.2.s

The following abbreviations are used for U S geographic names when used
as part of the geographic location; the abbreviations are taken from
the National ZIP" Code Directory.

Alabama - AL
Alaska - AK
American SELMOil ' AS
Arizona - AZ

Arkansas - AR
California - CA
Canal Zone - CZ
Colorado - CO
Connecticut - CT
Delaware - DE
District of Columbia - DC
Florida - FL
Georgia - GA
Guam - GU

Hawaii - HI
Idaho - ID
Illinois - IL
Indiana - IN
Iowa -IA
Kansas - KS
Kentucky K
Louisiana - LA

Maine - ME
Maryland - MD
Massachusetts - MA
Michigan - MI

Minnesota - MN
Mississippi - MS
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Missouri - MD
Montana - MT
Nebraska - NE
Nevada - NV
New Hampshire - NH
New Jersey - NJ
New Mextco - NM

New York - NY
North Carolina - NC
North Dakota - ND
Ohio - OH
Oklahoma - OK
Oregon - OR
Pennsylvania - PA
Puerto Rico - PR
Rhode Islartd - RI

2.3.2.t

2.3.2.0

2.3.2.v

South Carolina - SC
South Dakota.- SD
Tennessee - TN
Texas - TX
Trust Territories - TT

Utah - UT
Vermont - VT

Virgin Islands - VI
Virginia - VA
Washington - WA
West Virginia - WV
Wisconsin - WI
Wyoming - WY

The Directory is also used to establish the correct form of the place
name in cases of doubt. If a branch post office has a ZIP code
different from that of the main post office, the name of the branch
post offl.ce is used.

APPEARS AS: ENTER AS:

Argonne National Lab., Lemont, IL. Argonne National Lab., IL.
(since Argonne is a substation

of Lemont but has its own ZIP
code)

For mdlitary installations, the post office as given in the Directory
is used.

APPEARS AS: ENTER AS:

Wright-Patterson Air Force Base, Wright-Patterson An, O.
Ohio.

Andrews Air Force Base, Maryland. Andrews APB, Washington, EIC.

For Fleet and Army Post Offices, military forms are used; include the
abbreviation "APO" or "FPO" and the ZIP code, but omit the state name.

APPEARS AS:

Army Research Institute Field Unit,
APO New York 09403.

Naval Medical Researph Unit ro. 3,
FPO New York 09527.

ENTER AS:

Army Research Inst. Field
Unit, APO New York 09403.

Naval Medical Research Unit
No. 3, FPO New York 09527.
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2.3.3 Selection of Elements of Organization Name Headings: Exceptions

2.3. 3.a

Proper names - A smeller organization element that begins with a

proper name is selected as the secondary or aubelement, ignoring other

smaller elements in the imprint. Proper names include a noun not
defined in the dictionary, the name of a person, part of the name of a
company repeated in the name of the component, an acronymic form of
name, and geographic names.

APPEARS AS: ENTER AS:

Johns Hopkins Univ., Baltimore, MD.
Dept. of Physics, Carlyle Barton Lab.

General Motors Technical Center,
Warren, MI. GM Transportation
Systems C,,nter.

Department of Energy, Pittsburgh, PA.
Pittsburgh Mining Technology Center.
Division of Fossil FUel Extraction.

2. 3. 3.a( 1)

Johns Hopkins Univ.,
Baltimore, MD. Carlyle Barton
Lab.

General Motors Technical
Center, Warren, MI. GM
Transportation Systems Center.

Department of Energy,
Pittsburgh, PA. Pittsburgh
Mining Technology Center.

If there are two subordinate elements, one showing a proper name and

one showing a report series, the subelement element represented by the

report series is chosen.

APPEARS AS:

Report Number LBL-801
and

California Univ., Berkeley, Dept. of

Physics.
and

California Univ., Berkeley. Lawrence
Berkeley-Lab.

2. 3. 3. a( 2)

ENTER AS:

California Univ., Berkeley.
Lawrence Berkeley Lab.

If the first element of a heading begins with initials of a personal
name, the entry is started with the surname, followed by initials
enclosed in parentheses.

APPEARS AS: ENTER AS:

E.I. Du Pont de Nemours and Co.,
Wilmington, DE.

B.F. Goodrich Co., Akron, OH.

Du Pont de Nemours (LI) and
Co., Wilmington, DE.

Goodrich (B.F.) Co., Akron,.
OH.
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2.3.3.a(3)

If the first element of a heading begins with a personal forename, and

it is the name,of a company or other commercial/industrial organization

(including Arisociates, pgineers, etc.), the heading starts with the

surname, followed by forename and initials enclosed in parentheses.

APPEARS AS: ENTER AS:

Arthur D. Little, Inc., Cambridge, Little (Arthur D.) Inc.,

MA. Cambridge, MA.

2.3.3.3(4)

If the first element of a heading begins with a personal forename, and

is the name of a university, laboratory, institute, center, hospital,

foundation or other apparently non-commercial organization, the heading

is written directly as given.

APPEARS AS:

M.D. Anderson Hospital and Tumor
Institute, Houston, TX.

Harry Diamond Laboratories,
Washington, DC.

2.3.3.a(5)

ENTER AS:

N. Anderson Hospital and
Tumor Inst., Houston, rx.

Harry Diamond Labs.,
Washington , DC.

If the subordinate element of a heading begins with a personal name,

that name is written without rearrangement.

APPEARS AS:

California Institute of Technology,

Pasadena, CA. W. M. Keck Laboratory

of Engineering Materials.

2.3.3.a(6)

ENTER AS:

California Inst. of Tech.*

Pasadena. W.M. Keck Lab. of
Engineering Materials.

A subordinate element that begins with the words U.S., National,

state name in a state organization, is entered as an independent

organization.

APPEARS AS:

U.S. Army Engineer District,
Huntington. Corps of Engineers,
Huntington, WV.

ENTER AS:

Army Engineer District,
Huntington, WV.

or the
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APPEARS AS: ENTER AS:

Hawaii Institute of Geophysics, Hawaii Inst. of Geophysics,
University of Hawaii, Honolulu, Honolulu.
Hawaii.

National Magnet Laboratory,
Massachusetts Institute of
Technology, Cambridge, MA.

2. 3. 3. b

National Magnet Lab.,
Cambridge, MA.

Independent names - A subordinate element of a company is recognizable
as an independent corporate entity by words such as Inc., Co., Ltd.,
Corp., etc., or by the fact that descriptive phrases such as "a
division of **ow, "a subsidiary of ...", are not included within the
nane itself. Such an independent element is written as a single-element
heading with place name, omitting the nane of the largest element. The
heading is followed by the name of a still smaller organization element
where such is included in the imprint.

APPEARS AS:

Babcock and Wilcox, A McDermott
Company, New Orleans, LA.

2. 3. 3. b(1)

ENTER AS:

Babcock and Wilcox, New
Orleans, LA.

Major bureaus and services of the U.S. Government are listed as one-
element headings, omitting the larger organizational element.

APPEARS AS:

Department of Health and Human
Services, Public Health Service,
Rockville, MIL

WM AS:

Public Health Service,
Rockville, MD.

Any such heading may be followed by the name of the smallest element.

APPEARS AS:

Department of Agriculture,
Agricultural Research Service,
Beltsville, MM4 Plant Stress
Laboratory.

2. 3.3.1)(2)

ENTER AS:

Agricultural Research Service,
Beltsville, MD. Plant Stress
Lab.

Parenthetical identification is added when necessary.

V-3-12
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APPEARS AS:

Department of Health and Human
Services, Office of the Assistant
Secretary for Planning and
Evaluation, Washington, DC.

Department of the Navy, Bureau of
Medicine and Surgery, Washington, DC.

Department of the Army, Adjutant
General's Office, Washington, DC.

Department of the Army, 7th Infantry
Fort Ord, CA.

2.3.3.b(3)

Named observatories are written as independent headings.

ENTER AS:

Office of Assistant Secretary
for Planning and Evaluation
(11ES), Washington, DC.

Bureau of Hbdicine and Surgery
(Navy), Washington, DC.

Adjutant General's Office
(Army), Washington, DC.

Infantry Div. (7th), Fort Ord,
CA.

APPEARS AS:

Chicago University, Williams Bay,
WI. Yerkes Observatory.

2.3.3.b(4)

ENTER AS:

larkes Observatory, Williams
Bay, WI.

If a college or school of a university hes a proper name, it is written
as an independent heading.

APPEARS AS: ENTER AS:

Cambridge University, Cambridge, Trinity Coll., Cambridge
England. Trinity College. (England).

Virginia University, Fredericksburg, Mary Washington Coll.,
VA. Mary Washington College. Fredericksburg, VA.

Pennsylvania University,
Philadelphia, FA. The Wharton School.

2. 3. 3.b(5)

Wharton School, Philadelphia,
PA.

If an independent element of a government agency is a laboratory,
center, or instituter no fu7ther subdivision is used.

APPEARS AS: ENTER AS:

Armed Forces Institute of Pathology,
Washington, DC. Geographic Pathology
Div.

Armed Forces Inst. of
Pathology, Washington, DC.

June 1992 V-343 ERIC Processing Manual
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unless the subordinate element is also represented by a report series.

APPEARS AS:

NAPTC-ATD-216 (report series)
and

Naval Air Propulsion Test Center,
Trenton, NJ. Aeronautical
Turbine Dept.

2.3.3.b(6)

ENTER AS:

Naval Air Propulsion Test
Center, Trenton, NJ.
Aeronautical Turbine Dept.

If a report series acronym indicates the editorial responsibility of a
subordinate element of a government agency, that element is considered
to be independent and no further elements are included.

2. 3. 3. c

APPEARS AS: ENTER AS:

ASD/TR -83/5014 (report series)
and

Flight Accessories Laboratories,
Aeronautical Systems Division,
Air Force Systems Command,
United States Air Force,
Wright-Patterson Air Force Base, Ohio.

Aeronautical Systems Div,
Wright-Patterson AFB, OR.

Include the subordinate element if it is also represented by a report
series.

APPEARS AS:

TR-66-2-4CM (report series)
and

C&OM-I5 (report series)
and

Army Natick Laboratories, Natick, MA.
Clothing and Organic Materials
Division.

ENTER AS:

Army Natick Labs., MA.
Clothing and Organic Materials
Div.

NOTE: For report series in non-government agency reports, see 2.3.3.c,
below.

Report series - Many reports include a report series number Which
indicates the level of organizational and editorial responsibility.
Most of these report series include an acronym which can be readily
related to one or more of the organizational elements listed in the
imprint. For smaller organizational elements, that element indicated
by the report series is chosen.

ERIC Processing Wood V-3-14 ;361
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APPEARS AS:

ESC-84-01 (report series)
and

Rockwell International, Canoga Park,
California. Environmental and Energy
Systems Division. Energy Systems Group.

ATTACHMENT 3
ale AMIIINMMMmmlm..o

ENTER AS:

RocknvIl International, Canoga
Park, CA. Energy Systems
Group.

WTE: For report series in government,agency reports, see 2.3.3.b(5)

and (6) above.

If the report series indicates a larger-smaller co:der of responsibility,

that order is followed in the corporate author heading: selecting the

two elements indicated by the report series and ignoring any other

elements.

APPEARS AS:

NIOSH/IHS-81-15 (report series)
and

Industrial Hygiene Section.
Industry-Wide Studies Branch.
Dtvision of Surveillance, Hazard
Evaluations and Field Studies.
National Institute of Occupational
Safety and Health, Cincinnati, Ohio.

ENTER AS:

National Irst. of Occupational
Safety and lealth, Cincinnati,
OH. Industrial Hygiene
Section.

2.3.4 Selection of Elements of Organization Name Headings: Foretgn

Organization Name Headings

2.3.4.a

2.3.4.b

The name of a foreign corporate body is entered as nane of the

organization, followed by tkie name of the city, followed by the name of

the country written in parentheses. (See Appendix 2 for a list of

geographic names to be used.) s

APPEARS AS: ENTER AS:

Royal Aircraft Establishment, Royal Aircraft Establishment,

Farnboroegh, England. Farnborough (England).

Foreign names are wIltten in the native language, or transliterated
from the native language whenever the native form of the name is known.

()Appendix 2 of PH86-112349 is not printed in the FM ERIC heats the Canadian provinces/territories and the
subdivisions of the United Kingdom and Aiwa lia as counfties.."

June 1992 V-3-15 ERIC Processing Manua
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2.3.4.c

2.3. 4.d

APPEARS AS: ENTER AS:

Societe Richerche Imoianti Societe Richerchn Impianti

Nucleari, Milano. Nncleari, Milan (Italy).

But if the foreign institution chooses to publish all its reports in

English under an English form of organization name, or.if the official
publications of an institution include the organization name given in
English, the English form is used.

APPEARS AS: ENTER AS:

Technical University of Denmark*
Lyngby.

Forsvarets Forskningsinstitutt
gjeller, Norway

and

Norwegian Defence Research
Establishment, Ijeller.

Technical Univ. of Denmark
Lyngby.

Norwegian Defence Research
Establishment, Kjeller.

Names of foreign cities are not abbreviated; names of foreign countries
are not abbreviated except for the following countries:

(See Appendix 2.)

Germany, I .R.

German DA.
Urea , D. P . R.

USSR.

The name of the country is not repeated if included in the

heading.

APPEARS AS:

Australian National University,
Canberra, Australia.

Centro Brasileiro de Pesquisas
Fisicas, Rio de Janeiro, Brazil.

ENTER AS:

Australian National Univ.,
Canberra.

Centro Brasileiro de Pesquisas
Fisicas, Rio de Janeiro.

Foreign place names are written in the form of common usage as
indicated by the Board on Geographic NamesDefense Mapping Agency.

ERIC follows its own Geographic Authority list kr country names, e.g., "South Korea." Abbreviations normally

are not used (except for USSR, now defunct).

ERIC Process* lianual .V-3-16 lune 1992
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APPEARS AS:

Universita di Milano, Italia.

ENTER AS:

Milan Univ. (Italy).

When the name forms an integral part of the heading, retain the native

form.

APPEARS AS: INTER AS:

Politecnico di Milano, Italia. Politecnico di Milano (Italy).

2. 3. 4.e

2.3.4.f

2. 3. 4.g

If the nane of the university begins with the foreign equivalent of
"University of ... (place name)," the place name is written first
and the foreign form of "university" is abbreviated to "Univ."

APPEARS AS: ENTER AS:

Universidad de Barcelona, Spain.
Universidade do Brasil, Rio de Janeiro.
Universita degli Studio Parma, Italy.
Universitaet Wien, Austria.

Barcelona Univ. (Spain).
Brazil Univ., Rio de Janeiro.
Parma Univ. (Italy).
Vienna Univ. (Austria).

If a foreign university commonly prefers the "University of (place
name)" to the official version of its name, the place name version
should be used.

APPEARS AS:

Universitaet Kiel, Germany, F.R.
and

Christian -Albrechts universitaet

Kiel, Germany, F.R.

ENTER AS:

Kiel Univ. (Germany, P.R.).

Technische Universitaet is written using the common form of place name
and omitting the formal portion of the name.

2. 3. 4. h

APPEARS AS:

Technishche Univers1itaet Carolo
Wilhelmina zu Braunschweig,
Germany, F.R.

ENTER AS:

Technische Univ., Brunswick
(Germany, F.R.).

All other forms of name are retained as written.

APPEARS AS:

Pontificia Universidade Catolica do
Rio de Janeiro, Brazil.

June1992 V-3-17

ENTER AS:

Pontificia Univ. Catolica do
Rio de Janeiro (Brazil).
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2.3.4.i

2.3. 4.j

Foreign scientific academies are written as the name of the academy,
followed by place and country. (Name of country is omitted when
included in the name of the academy).

APPEARS AS: EXTER AS:

Akademiya Nauk SSSR Mosamt USSR. Akadeniya Nei* SUR, Moscow.

Institutes, sections, etc. of foreign academies are witten folloWing
the name of the academy, place and country. If an institute name from a
Russian or satellite country is folloued by a personal name, omit the
personal name.

APPEARS AS:

Akademiya Nauk SSSR, Leningrad, USSR.
Fiziko-Tekhnicheskii Institut im.
Ioffe.

2. 3.4.k

ENTER AS:

Akademiya Nauk SSSR,
Leningrad. Fiziko-
Tekbnicheskii Inst.

All other foreign institutes, not connected with their national
academies, are written directly.

APPEARS AS:

Institute Rygieny a Epidemiologie
Prague, Czechoslovakia.

ENTER AS:

Institut Rygieny a
Epidemiologist Prague
(Czechoslovakia).

2.4 USE: ftndatory

2.5 EXTERNAL TAG: C05

2.6 CRARACTER SET: Standard ASCII Characters

2.7 DATA SOURCE: Organizations are taken from the document, following
conventions listed above. An authority file is used for standardization.

2.8 NOTES: Narrative entries follow standard formats and transliteration
schemes, particularly TIPS PUB 10-3; Countries, Dependencies, Areas of
Special Sovereignty, and their Principal Administrative Divisions,
(1984)*; ANSI Z39.24-1976, System for Romanisation of Slavic Cyrillic
Characters**; and the National ZIP Code Directory.

*Copies of TIPS PUBs referenced in these Guidelines are available from NTIS,
5285 Port Royal Road, Springfield, VA 22161.

**Copies of ANSI standards referenced in these Guidelines are available from
American National Standards Institute, 1430 Broadway, New York, NY 1001$.

ERIC ?messing blinual V-3-18
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INDEX
Ala, V-33
Abbreviations*

-Alastact. V-15
-Journal Guam, V-90
-Miceli= Date, V-I30
-Report Number, V-I54, V-155
-Sauce Memory. V44
-The, V-169

Abstain, V-13, V-14
-Author. V-16
-Suessassy of Si:vacant Rules, V-I5

Abstractor bWI. V-I6
Accession Number, V-19

-Sammy of Significant Rules, V-20
Acquisition Data Repost (ADR), V-47
Acronyms,

-Abstract, V-15
-Tide, V-169

Abernathy Tide, ir-168

Analytics, V-2-1
-Geopsphic Location. V-61
-Indianian. V-78
-Note, V416

And Others. V-32
Augio-Ausericas Cistaloguin Ruks, V-xi

Annotatiom, V-13, V-14
Anonymous Anthem, V-32
Mticies On Deseriptces). V-55

Associations (lostiartion), V-80
Audieoce, V21, V-23

-Audios* Usk V-22
-Historical Backman& V-26
-Publicatioo Type, V-27
-Sonsuary of %indicant Rules. V-27

Audiovisual Matesial (Availability), V-38

Author Abstracts. V-16
Author, V-29

-Affiliation (Institutio), V-711

-Detennination, V-19
-Examples, V-34
-Punctuation, V-31
-Senice, V-30
-Summary of Spificant Rules, V-32

Authority lists,
-Audience. V-22
- Geographic, V-64. V-65
- Govemincatal Straus. V-69
-Language. V-101
-Publication *4fpe, V-142

Availability. V-35. V-37
-Examples, V-42
--In CUE, V-39
-Loan. V-311

-Marling Addresses. V-36

- Multipk Sauces. V-38
-Snead' Arrangerarams, V-38

-Summary of SigilifiCarg Wes, V-4I
Best Copy Available. V-108
Capitalizaion (Mien V-I69
Cataloging,

-Definitions,. V-3
-Objective, V-1

June 1992

-141racqcles.
COM, V-3-1
MA Numbers, V-I59
Chanraser SM, V-I2
Chkeso Manual of Styk, V-4
Chili= (Analytic°. V-24
CUE Masher Input. V-7

-Ava iability Flea. V-39
--Geogroplisic Sousa Reld, V-61

V-77, V-80
-ISSN, V-157
-lomat Otation, V-9I
-Note Held, V-121
-Omsk* Articles. V-92, V-94
-Pegination, V-90
-Publication Date. V-130

Clearingboase Accession Number, V-45
-Forme (in Otations). V-48

-4ournal Anklet. V-47
-Note Field, V-112
-Re-Use, V-47
--Rearaangemod. V47
-Uremia Series, V-411

-Summary of Significant Rules, V-48
Clearinglarmse Input. V-7
Clearinglicrase Praise& V-46
Collected Works Gaup (P(JBTYPE). V-138
Committee Report (Note), V-I19
Compact ERIC, V-139
Cleopendiuns (knout Material), V-93
Conference Location (Geographic Scum),
Conference Papers (Note). V-113

Confluence Papas,
-Irradiation, V-78

COOfeSIMCO Thles. V-173
Congressional Documents (Repot Number), V-158
Corgressional Hearing Tide. V-174

Cospractions Descripton). V-55

CoOlortia (Inatiomicss), V-80
Contact/Gant Numbers. V-49

-Examples, V-52
-Patents. V-50
-Summery of Significant Rules, V-51

Contractor vs. Subcontractor (Institutioi). V-79

Coopraitive Agnsernous, V-49
Copyright, V-106, V-107

-Note, V-1111

Coporate Author see "Institution" sod "Sponsoring Agency'
COSATI, V-3-1
Cover Tule, V-I20
Convocy (Non-U.S.). V-37

Data Elesnems see Fields
Data Series,

-Note, V-120
-Number. V-159

Dates (iss Tale), V-175
Deputising of Education (Institution), V-79

Devi:Imes* of Education Documents, V-IU7
Descriptive Note see Oiote
Descriptor Fseld Format, v-34
Descriptors (Major), V-53

V-60
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sinew V-54
--kuspose V.54

Deseriptoes V-53
at Significant Rules, V-56

-vs. Publicans 1pe, V-I37
Dissemions.

-lastinnion, V-78
-Nate. V-114

DbmenatiansiTheass Group (RIETYPE), V-I38
Nan* Ms, V 176
Edifies *items (Thle). V-171
EDRS Price Cade, V-133
Edentiamil Level Deem *an, V-54
Empty CAM MIMS (PURTYFE), V-136
English Usage. V-xi
Englisk4peaking Commies, V-62
ERIC Acquisitions Arrangements List. V-41
ERIC Clusseter St*, V-12
ERIC tarmingisases

--Complete List, V-46
-helixes. V-46

ERIC Database.,
-Wader Vassiees, V-3

ERIC Digest',
--Idenlifiec V-74
-Report Number, V-159

ERIC Facility loin, V-7
ERIC Fabliation np. sae Publication Types
ERIC SeboalDisk. V-I39
Et al see And Oboes
Emma' (Note), V-I17
Fields, V-3

--Discaminued, V-7
-Mandatory. V-6, V-8
-Obsolete. V-7
-Optimal. V-6, V4
-Respoesslaity, V4
-Sample Description, V-11

Fending barman, V-49
Geographic Ambosity List, V-60. V-64
Geographic Same, V-59

-Author's Lacinbon,
-Document Dingman Landon. V-6I
--Exampies, V-63
-Government Agency lamtion. V-61
-Historical Backgmand, V-6I
-Summary et Significant Rules, V-62
-1)ipical &TOM V-61
-vs. Subject V-60

Govaumeatal Sums. V-67
-Ambodties, V-68
-Examples. V-71
-Hisicsical Background, V-69
-galena* Tacis, V-62
-ScitookrallsossiUeivetsities. V-68
-Summary et Signiticsa Rules, V-70

GPO Styie Name. V-1
GPO.

-Mradatelity. V-36, V-37
-Doeunients, V-106
-Print Older Number. V-159
-Sleek Numbe4 V-36

tbunitar,
Grant Number see Contract/Goust Number
Goidellats for Descriptive cataloging f Reports,

RNA* Nes. V-37
Hyphenated Amber Manx*, V-33

ItiTbges,
-Munn, V-15
-Repori Noutber, V-153

Idestilims.
-Rumples, V-75
-Wier. V-73
-Summary at Vigailicant Rulut, V-74

in Now, V-117
laclusive Paginesian, V-90
laden* Depth, V63, V43
Intannetion Analyses thaw (PUBTYPE). V-I38

(AbstaMar), V-16
Institution, V-77

-CENDLICOSATI Guidelines, V-3-1
--Cannacitmelubcontracte4 V-79
- Examples, V-86
- les Thle, V-175
-Mid* Lacaticos, V-80
-New Nantes, V-81
-Some Diststety. V-81. V42. V43
--Senuasey at &guidon Rules, V-85

Spousal* Army, V-79
Intemationl Standard Doak Number. V-36

-Ryan Number, V-157
Intemational Standout Serial Number.

--Repeat Number. V-157
Invalid Pars (Fagbation), V-I26
ISBN (Repast Number), V-157
ISSN (T4p0e1 Numba). V-I57
lune (et Abstract Jouraal), V-87
kalics (Absteact), V-15
lout Ambers (Geograpilic Some). V-60
Joustial Ankles,

-lsiCIJE. V-9I
-In RIE, V-92
4,1tr.itatiCe, V40
-Publication Date. V-130

Jaunt Cation, V49
-Alisevigices, V-90
-Examples, V-96
-Fame Validation. V-9I
-Fame, V49
-Pagination, V-90
- Sammy of Signifies* Rules, V-95

Jounial Issues (RIE), V-92, V43
Sound Riass.

-RIB. V-92, V-93, V44
-MID, V-175

Journal Mk.
-Validation, V-91

Kermit V-3
1-0181tage. V-99

-As a &Mem V-100
-Authority List, V-101
-Rumples. V-I03
-HiMoriaal Backgroemd, V-100
-Sammy at Significant Rules, V-102

Legibility noblesse (Note). V-117. V-I18
Level at Availability. V-105

-Laval I Sticker. V-106
-Laval I, V-Hti, V-106
-Lanni 2 Neter, V-107

V-xi, V-3-I -Level 2, V-105, V-107, V-108
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Level 3, V-105, V-108
--Summay of Sprificea Rules, V-109

Unary of enigma Card Niigata. V46, V-159
List (Abeam:4 V-15
Lam Documents. V-38
Lang Thies, V-177
mains Addmss (Avaffebilizy), V-36
&War Desairtoa, V-53

Maximum, V-54
Purpose, V44

Major Identfilers, V-73
Mandatcsy Fields, V-6, V-8
Manual of Style, A, V-gi
Multi-Volume Documents (The), V-172
Multimedia (Availability), V-35, V-38
Multiple Locatimu (Institution), V-80
Nicknames, V-30, V-33
Non-Biglish Tide, V-I68
Non-Print Magna, V-I20

Note, V-120
N. V-11I

Confersote Papers, V-113
Cover The, V-120

Dissertations, V-114
Exampies. V-123
Historical Background, V-121
Non-Print Material, V-120
Related Documents, V-114, V-115
Summery of Vignificant Rules, V-122
Theses, V-I14

NUS Accessios Number. V-160
Number Stamping, V-126
Obsolete Rads, V-7

Gant Number, V-1-1
Provam Area Code, V-1-3

Project Number, V-I-2
Office of Ethostianal Research oaf Improvanent (GERI),

Comma Numbers, V-50
Omsk* Journal Articles, V-39. V-92, V-94

Avagebriky. V-121

ISSN, V-157
Optional Fields, V-6, V4
Organization Namer (CENDIXOSMI Guidelines). V-3-I
Organizations,

Submits, V-41
hosotica, V-125, V-126

Inclusive, V-90
Parallel Trek, V-I68
Parent Documint, V-2-1
Personal Author see Author
Postage COSta, V-37

Postal Codes (1.1.S.), V-40
Pnactitioner-Oriessed (roup (PUBTYPE), V-I38
Pramiticoms (Target Audience), V-23. V-27
Prefixes,

Clearinghouse, V-46
Report Numbers. V-156

Preposition (in Descriptors). V-55

Sample, V-11
Program Area Code. V-1-3

Project Number. V-1-2
Publication Daze. V-I29

Abbreviations, V-130
Examples, V-132

Poona, V-I29, V-130
Sumnaszy of Sgraifisont Rules, V-131

Publiortima V-I36
41a4gniame Guide. V-149. v-15o. V-151
Dahritiont, V-143
Descriptors. V-54

V-I41
Gnaw, V-138

Seckground, V-139
Purpose, V-135

Summery of Significaut Rules, V-140
Summary. V-142
Target Audience, V-27
vs. Descriptor, V-I37

Publishers.
Innitaico, V-78

Preactustion,
Author Field, V-31

Qemation Marks (Abstract), V-15
Reference Materials Group (PUBTYPE). V-I39
Reference lhob (Cataloging). V-ix
Related DOCODMIts (Note), V-114, V-115
Religious Bynames, V-32
Report Literoure, V-2
Report Number, V-153

Abbreviations, V-I54, V-155
Ccogressional Docrmagots, V-15$

ERIC Digests, V-159
Examples. V-162
Index, V-153

ISBN, V-756
ISSN, V-156

V-158
Nce-Distinctive, V-154
Prefixes, V-I56
Summary af Spikes* Rides, V-161

Report Statement craw, V-170
Reports Gm" (PUBTYPE), V-139
Reprints, V-93
Reproducaglity Problems (Note), V-117, V-118
Reseaschem (Taos Audience). V-26
Resume, V-3

CUE Sample, V-5
RIE Sample, V-4

R1E,
Journal Articles, V42
Journal Issas. V-92. V-93
-,lownel Rims, V-92, V-93

Semicolon (thablield Delimiter), V-6

Senior Author, V-30
Seasential SMes (of Volumes). V-48
Serials (h nstiturion), V-78
Series Tide. V-172
Single RIM Resume (Paginatiou). V-126
Some Directory. V-81, V-112. V-83

Abbreviatians. V44
Code Prefixes. V-44
Historical Background. V44

Scarce Journal Intim V-9I
Sponsor* Agency. V-79, V-I63

Historical Background, V-163
Summary of Significant Rules, V-165

vs. Institution, V-79
Sponsors, Multiple (Note). V-119
Style, V-xi
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Ssisconuartar vs. Castractor (nstitatism), V-79

Snisfidd, V-6

Subscripts (AlmMist), V-I5
Subtitle. V.170
Subunit,

-11110131i0114 V-81
Now V-120
--af Organization, V-41

&mammy af Signifim* Radek
Mara* V-15
Atomise Nember, V-20
Asabor, V-32
AvatlabEtty, V-41
Catalog*. V-xi
Clearingbanse Accessim Number. V-48
Cantram/Gunt Nimsben. V-5I
Desaiptam, V.56
Geograithie Some, V-62
Governmental Stem. V-70

V-74

V-81-5

--kamg Citation, V-95
Language, V-102
Level al Availability, V.109
Nose. V-122
Publiation Date, V-131
Pabliation 'Doe, V-140
Report Number, V-161
Spin:swing Agway. V-165
Title, V.179

Seperseipts (Abstram).
Suppiresseamsy Matesiala (Availablty), V-.11

Supplied Ilde V-169
Summing Dommentatims (Availability), V-38
Thrget Audience see AmScuce
Thane Journal Issues, V-94, V-174
Thesaurus (Wocking Copy), V-55

Theses (Nese), V-1I4
Title, V-167

Abbroiations, V-I69
Mamma, V-169
Alsernve. V-I68
Capitalization, V-1713

Congressional Hearing. V-180
Cover Tide, V-120
Daplicase V-176
Examples, V-1SO
1.mig, V-177
Nan-English, V-I68
Paralkl, V-168
Panctnatiok V-178
Series, V-176
Subside, V-170
Sammy of Signiticent Rules, V.179
Suppbed, V-169

To Be Publithed Papers. V-93

Transient Ittitillid011y V-81
Nate, V-119

Translation, V-119
Treaslaton, V-32

Taunter/tine V-I69
Midi's Guide to Petieskais, V-91

UM see VMversity Isfiesollms
Underlining (Abotram). V-I5
University Miatems,

Avaslability af Journal Articles, V.39
Onler Numbar, V-36
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Summary of Significant Rules

I. An abstract must be written (or extracted) for all documents announced in RIE. An mmotation must be

written for all articles announced in an that do not have expository tit o:. and is highly recommended for

all other articles.

2. All abstracts and annotations must be in the English language.

3. Abstracts should be of the Wormatiw type whenever possille. Certain documents, because of their

organization (e.g., contour= proceedings, textbooks, Mc.) or tgaie (e.g., compilations of law&

bibliographies, de.), are not amorable to this appostii and require indicative absaicts. Annotations,

because of their restricted length, are usually indicatiw.. blind informativefincficative abstracts may also

be appopriate, bul care must be taken to mace it clear at all timm whether the vkwprint being expressed

is that of the author or the abstracter.

4. Abstracts shook' be restricted in length Ur one paragraph of awroximately 200 wonis. "Table of Contents"

type abstracts may go to approximately 300 words. Annmations should be restricted in length to

approximately 50 words.

5. The conventiocal and acceited rules for good writing and good abstaining practice and style should be

followed, e.g..

a. Brevity and clarity me essendal.

b. Abstracts (but not annotations) should have the same relative emphases as the thrcument.

c. Abbrevimions should not be used.

d. Acremyms should be accompanied by the spelled-ma version. at least the first time they are used..

e. Repetition of the tide, or other information already contained in the descrirtive cataloging, should

generally be avoided.

1. The abstractor should remain objective and avoid introdming personal prejixlices.

g. Evaluative language, comparisons of companies or commercial products, and derogatory comments

concerning any person or organization should not be included, unless they me clearly identified as

the author's.

h. The distinction between author statements rad abstractor statemoits should always be clear.

i. Abstracts should be written in complete sentences. Annotations may employ telegraphic sentences.

6. Author abstracts should be used it they are judged adequate to convey the content of the item Author

abstracts will not and need not comply with exactly the same standards that an ERIC abstractor, writing a

completely new abstract, should follow.

7. Abstracts am identified as to their authcaship by putting in parentheses at the end either the word

6(Authcr)", the initials of the ERIC abstractor. e.g.. "(IS)TM, or, ter a modified abstract, a combination of the

two. e.g., "(Author/BT.

June 1992
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VI. ABSTRACTING/ANNOTATING

This Section contain the rules and guidelines governing the peparation of the nanathe text
that is entered in the "Abstract* data field (ABSTJ of the ERIC database.

The content of this field varies matiteclly in ERIC between documen records and journal article
records. Document records (fir Resacca in Education (RM)) contain a 200-woul full abstract. Journal
article records (for Current Index to Journals in Education (CUE)) contain a brief 50-word annotation.
Both abstracts and annotations are discussed in this Section.

Individuals learning the abstracting process are encouraged to use be& this Section and the
separately published ERIC AbstractorfIndexer Workbook. This workbook was created by experkticed
ERIC abstractors specifically as a training manual and contains many more actual abstract examples than
can be included here.

NOTE When the word "Abstract' or "Annotattse is used in this Section, it is understood to refer to
an ''ERIC" abstract or annotation (i.e., the word "ERIC" has not been endlessly repeated, bat
must be assumed). The rules and guidelines promulgated here, while based on general
standards for abstracts/annotations, have, nevertheless, been tailored to ERIC'S specific needs.

A. Definition and Function ri an Abstract

An abstract is an abbeviated representation of a document, without added
intesproation or criticism. An *enactor must take a larger wort find its essence, and represent
it concisely and accurately, without inject* the alistractcr's personal biases. The minimum
requinunat of every rdwaract is a statement of die saject and scope of the document, giving
sufficient information to enable uses to tied& if die original document is suited to their needs.

Dictionaries tend to Nato an abstract with a summary, synopsis, digest,
condensation, or pricis. One al:dimity defines it as a "..ierse presenattion in (as far as
possible) the author's own language, o f all the points made, in the same order as in the original
piece of prhnary documentary information."

1. Informative Abstract

An Wonnative abstract is a condensed version ct the essential ideas of
a doctunent. It contains a statement, from the viewpoint ci the author, of the thesis,
development or proof, and conclusions. In short, it states what the document
actually says, and OM" insofar as postale, to be a substitute or stand-in for the
original. The abstract( should not editorialize, inchide personal cpinions, or
otherwise intrude, eittwr explicitly or implicitly. The =dor mid minor points
presented by the author should be presented in the abstract with the same emphases
as in the document, so that the author's thoughts may be accurately represented. In
order to =owlish this, tlw abstractor must read as mach of the dommient as is
necessary to understand its subject content and puipcse. Illustrative examples are
provided below.
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The folbwing abstract is of a progamiproject mport. It was written as
an informative abstract ht order to give the reader the maximum await a
infatuation about the pogrom. This is a readable, useful statement provkling the
essence of the report.

ABST_The 1991 Summer Youth Employment Program,
sponsored by the Davis-Nonthan Air Force Ease
in Arizona, included 596 youngsters, of whom
377 belonged to the Neighborhood Youth Corps,
130 were economically disadvantaged, and 48
were American Indian students employed by the
base. A wide range of government, industrial,
and educational institutions supported this
vocational development program by providing
funds, practicum counselors, vocational
counselors, sdhool buses, and other services.
The work egperience proved highly successful,
due to the encouragement of the
work-coordinators and counselors and the use of
such techniques as resource speakers, peer
tutoring, a refresher course in typing, and
drug education instruction. Special education
students were included in this program, which
was evaluated by means of questionnaires for
supervisors. (AA)

FIGURE VI-I: Informative Abstract of a Program/Project Report

The following abstract of a paper is faithful to the author's point of view.
To write 'The asthor says...mat the beginning of the abstract would add nothing to
it (except to make a reader think that any abstract without those words in k was not
quite faithful to the author) and to insat those three words in the middle 41 the
abstract would surely confuse a reader.

ABST_Negative preronceptions about the disadvantaged
often hinder the effectiveness of teachers and
administrators in schools in economically depressed
areas. Most disadvantaged children are not special
discipline problems, nor are they hostile or
unresponsive. They and their parents have high, even
unrealistic, educational aspirations. Teachers should
encourage in the children the self-discipline that leads
to academic success, which, in turn, would break the
self-fulfilling prophecies of failure. (AA)

FIGURE VI-2: Informative Abstract Written Iran the Author's Viewpoint
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The following abstract is an example of a cohemnt, unified patagmPb showing
clearly the older of the argument in the original. Transitional wads luk the wader
to follow the line of develppmest.

ABST The teacher and the school system serve as the key
mediators in the acculturation of students from
different cultures. However, the teacher's commitment to
the ethic of work and competition, to a future-oriented
value system, and to the concept of a father-dominated
nuclear family structure often tends to alienate teacher
from student. As a result, many minority children, whose
culture is different from that of the teadher, may never
acquire the tools for full acculturation. Alienation
between student and teadher may be further reinforced by
the child's concept of the teacher as a success in a
hostile culture and by the teacher's materialistic
motivation for Choosing a profession. Moreover, the
educator's opportunity for a personal, individual
evaluation of students is often limited by
administrative prescriptions. Several important steps in
teacher education can assure a more successful cultural
bridge between student and school personnel. The staff
should understand and accept the presence of cultural
diversity in their school and initiate measures for
parent cooperation and student participation in programa
for developing skills and raising the aspiration level.
Teachers should also exhibit flexibility in recognizing
and rewarding evidences of nonverbal achievement. (AA)

FIGURE VI-3: Inkormative Abstract Maintaining the Order
of the Argument of the Original Document

2. Indkstive Abstract

An indicative abstract is a description of or guide to the content and
format of the document, writftn from the viewpoint of en informed but invertial and
objective reada. The indicative abstsaa reports broadly what is discussed cr
included in the document, in what manner tbs information is presestal, and, if
necessary, to whom the document is addressed. An indicative abstract indicates to
the Ruder what kinds of infamatka can be found in the document, ba does not
include this information. The reader is directed to the doormat itself far substantive
details. The abstractor may obtain sufficient information to write an indicative
abstract by examining the Table of Contents, Faewonl, Introduction, Summary, etc.,
or by scanning the text widuy reading it in depth. Illustrative examples are
provided below.

lite 1992 VI-3 'A U 6 IC Promo* Wool
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The following abstract of a bibliography gives the reader all the
information laxly to be needed about the canna ct the document. Such MAI as
"emphasis an" and "the major ponion" suggest the document's ruccortions and
therefore its potential usefulness.

ABST_Eight hundred and nine books and articles published
between 1885 and 1992 are listed in this bibliography
for students of applied German linguistics at the
graduate and undergraduate levels and teachers of German
in high schools and colleges. Though the emphasis is on
applied linguistics, some publications on linguistic
theory are included. The major portion of the
bibliography is devoted to works on morphology and
syntax, with additional sections on general language and
linguistics, phonetics and phonemics, prosodic features,
linguistics and the teaching of foreign languages, and
language changes in German since 1945 (especially the
increased use of English words). The entries are
cross-referenced and some are annotated for
clarification of content. An author index and a list of
the abbreviations used for titles of scholarly journals
are also provided. (AA)

FIGURE VI-4: Indicative Abstract of a Bibliography

The following ilaglaCt of a report a: a summer institute illustrates how
an indicative abstract may be used to reflect the same emphasis as the original.
Although there are enumeratkms and lists, repetitive introcluctory sentences have
been avcided, evay sentence does not end with 'As included,' and there is no
monotcmy & sentence structure.

_

aSST_The narrative portion of this report describes a
specially designed summer institute for state foreign
language supervisors held at Indiana University. It
summarizes activities undertaken in the six principal
areas of the curriculum: (1) statistics;
(2) experimental design and research; (3) linguistics;
(4) supervision and curriculum developmcat;
(5) psychology and professional resources; and
(6) instruction in French, German, and Spanish. The
report also presents the results of the evaluation made
by participants at the conclusion of the institute. The
information contained in the appendixes, amounting to
more than one-half of the report, includes the forms
used in conducting the institute, a directory of
participants and staff, the schedule of special events,
the institute calendar, lecture outlines, student and
faculty evaluation questionnaires, bibliographies, and a
list of the materials available to participants. (AA)

FIGURE VI-5: Indicative Abstract Maintaining Relative
Emphases of Original Document

ERIC Processiat Mound VI-4 June 1992
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The abstract beknv is for at article =gaining primarily tables and
statistical data. It is a readdie abstract, indicating what statistical dem me present
without actually giving detailed figures. In communicating the main trend revealed
by the data, the abstract moves toward the informative.

ABET This statistical survey presents tables showing the
number of students studYing French, Spanish, German, or
Latin in domestic secondary schools during each sdhool
year from 1958-59 to 1991-1992, the percentage studying
each language in relation to the total high school
population, and the percentage studying Latin in
relation to the total foreign language enrollment. The
data reveal a continuous decline in the study of Latin
in high schools, as compared with the study of the other
three languages, and point to, among other things, a
lack of understanding among students, educators, and
parents of the cultural value of classical studies for
the English-speaking student. The kind of nationwide
*public relations* program that the Modern Language
Association (MLA) launched in 1952 (to promote modern
foreign language study) is recommended on behalf of
classical language study. (AA)

FIGURE VI-6: Abstract of Docanutnt Involving Numerous
Stnistical Tables and Their Interpretation

3. Infornunive-Indicative Abstract

Ideally, an abstract should be either kformative or indicative. Switching
back and faith within one abstract, from a direct transmission of the other's kleas.
to the style of an indicative abstract (using the print of view ri the abstractor), can
confuse the user. It is nct always possible to achieve this ideal. however. The
structure of certain documents may require a mix ci the two styles. ANSI Standard
Z39.14. "Writing Abstracts," states this principle as follow=

"A combined Wormative-indicative abstract must
often be prepared when limitations on the length of the
abstract and the style of the document make it necavary to
confine irtfonnative statements to the primary elements of the
docmment and to relegate other aspects to indicative
statements."

This same standard recommends making abstracts "...as ittformative as is permitted
by she type and style of the document." If a mixed informative-indicative abstract
is written, the rel*r must never be unsure as to whqhfg the viewooint of the wssds

rejt, s_.akuhauttibrawbit imikatsitugisam.
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The abstma that follows desailes the basis for the docurnent, and its
specific mcommendations, withotg getting excessively hsvolved in the valkfity study
made ar technkal cridcism of that study. This is an appncriate mix of substantive
and indicative informadon.

ABST..A national survey of occupational opportunities,
wage rates, establishment practices, education plans,
and supplementary benefits in bituminous coal mdning
revealed that prodUction and related workers averaged
$15 an hour in January 1991, up 82% since the 1983
surv v. Over the same period the hourly earnings index
rose by 84% for private nonagricultural workers.
Reflecting primarily a series of single pay raises, each
covering a large group of job classifications, the coal
industry continued to have one of the lowest relative
dispersion factors of worker earnings among industries
studied. Of the 128,390 workers covered by the 1991
survey (virtually all men), underground-mine workers
constituted three-fourths of the work force and surface
workers constituted one-fourth. About 8 in every 10
workers were employed in mines having collective
bargaining agreements with the United Mine Workers.
Following the narrative summary are extensive data
tables (making up the bulk of the document), subdivided
by: (1) underground mines; and (2) surface mines. Tables
under each section cover total earnings, work schedUles,
shift differential practices, educational benefits, paid
holidays, vacations, health insurance, retirement plans,
occupational earnings by size of mine, and occupational
earnings by state or region. Appendixes describe the
survey methodology and 40 specific 'mining occupations.
POO

FIGURE VI-7: Sample of an InformativetIndleative Abstract

When it is necessary, in an otherwise informative abstract, to note dr
document's tables, figures, extensive references, or appendixes, the abstractor may
often achieve the desired separation of styles by placing this information at the end
of the alrAract. (For otha techniques, see the ERIC AbstractorlIndexer Workbook.)

In summary, the informative abstract does what the indicative cannot. It
shows the meaningful, coherent telationithip between the authces ideas and
arguments. As a result, it distingaishes between major and minor information in a
document and between this document and others on the same subject. For these
reasmu, and because it summarizes the cornett of a document rather than merely
giving a generalized account, the informative approach has more utility to the user
than other approaches and should be preferred. Informative abstracts should be used
for the majority of doaunents. The indicative approach should be used only in those
cases where a document cannot be properly abstracted using solely the informative
style.

Although two "pure" twes of abstracts can be distinguished, the abstracter
should, in all practicality, sealize that in descrilsing a document's content in an
indicative abstract, some informatke about substance is also being conveyed.
Similarly, an informaive abstract may, in the normal course, include some
information of the *Table of Contents* type.
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B. Selection of Abstract Type

The decision to wrhe an informative, indicative, or mixed abskact depends upon the

format or structure of the document and the author's organization of tbe infmniation. The

abstractor's leading thee will be used to best advautar if this decision is made early. Mt

abstractor should therefore start byexamining the doctunent to determine what kind of abskact

is required. Tbe iillowing questions might be admit What is tbe type of dimmest in hand?

What kind ci abstract would be most belpftd to the userl b there too nmch material to be

covered in an informative abstract? Will the author's abstract, if any, suffice, or must it be

augmented?

1. Inibrmative Abstract

A document with a developed thesis that can be nunmarized accurately

usually requires an informative abstract. Many of the documents in the ERIC
database are of this type, e.g.: Research Repatg Speeche*Preseatationse and

Dissertations.

2. Indicative Abstract

The content of some doormats may be varied, broad, or designed for

reference purposes. Attempts to summariu such documents may distort their content

and tluweby mislead the user. An indicative abstract is preferable hi such cases. The

following types of documents usually require indicative *SIM= Bibliographies:
Conference Proceedings; and Reviews of Research.

3. Informative/Indicative Abstract

If a &anent has many tables, graphs, charts, attachments, appendixes,

etc., along with substantive text, it may be appropriate to write a mixed abstract.

The following types of documents often have such characteristicx Curriculum

Guides or Teacher Guiderc Administritive or Program Reports, and Textbooks.

C. Content and Emphases of an Abstract

An abstract should be weighted in the same pp:portions and with the same emphases

as the document. (Weighting simply means that an abstract should reflect the author's major

and minor points as they were expressed in the document. If an abstract glosses over or deletes

an important point and highliglus a minor point, the abstract is improperly weighted.)

Proper weighting of the abstract can be accomplished by transmitting accuritely,

clearly, and complelely the essential Wormation in a document. The reader should never be

unsure as to the =tent ci a document md must be able to find in the dociattent the full
corresponding information mentioned in the abstract.

Although, by its nature, abstracting is a process of selectkm, the abstractor must

remain objective and must be faithful to the content of the document. Particular personal or

professional prejudices should never be intro:Weed, either explicitly or implicitly. Evaluations,

unless they are the author's, skald never be part of the abstract. An abstractor should conskler

the following categories of informatics) when writing an abstract, though no one abstract is

likely to include informal:km in all categories.
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2. Quanty af Author Abstracts

Authm. abstracts have the advantage ri being written by the pawn who
undxdatedly knows best the conaent of the docinnent and the message that document
has for its users. Unkstunately, that is not always a patentee that an mew
abstract is written well or even adapaakaly. Author abstnicts can, on occasim be
poor and cannot be used. Oa the other hand, they are frapiently quite adequate and
can be used. The Clearinghouse must teview an author abstract (if one exists) and
make a decision as to whether it communicates adequately the subject cankent of the
document in question. In doing this, the Cleatinghouse should not impose ERIC
standards for abstracting, but ratha basic standatds for good writing and
conmumicatio' n.

On occasion, an author abstract will be adequate except for one or two
serious omissions (e.g., failure to SUMMINiZe the study mutts) or one ow two
unfortznate inclusions (e.g., misplaced acknowledgments). In such cases, the author
abstract can serve as the basis for an ERIC abstract and the Clearinghouse may
decide to use a wmodifu4 author abstract." Abstracts should be modified only for
good reason. Misspellings and typos should, of course, be corrected, but mere woad
substitutions, and other changes involving the abstractor's pessonal preference, should
be avoided.

If m author abstract does not adequately communicate the content of a
document, then it should not be used.

3. Advantages at Using an Author Abstract

In general, the decision to use or not to use an author abstract should
flow using it. An authcc abstract, if available, should be used unless it is
demonstrably of poor quality and fails to communicate. The principal advantages
of using an author abstract are as follows:

an audios' abstract is more economical. An ERIC abstractor does not have
to spend 30 minutes or may analyzkig a documait and writing a
200-word abstract The difference in time and cost is significant

an author abstract does not leave ERIC open to author (or user) comOaints
of misretresentation. This factor can be especially useful if the document
is very complex or if the documett is on a controversial topic. ERIC
cannot be faulted for using an alder abstract.

an author abstract gets the document through the processing cycle faster
and results in faster announcement (on average).

4. Inclusion a Abstract Page

If a doctunent includes an abstract, the abstract page should always be
regarded as an integral part et the document and should be left intact and included
with the document when sent to the Facility foe editing and, later, EDRS for filming.
This halt; whether or not the Clearinghouse chooses to make use of that abstract for
its restune.
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S. Abstract Attribution

An abstract may be attributed e:t the author, e.g., "(Author)", to a
combination of the author and the ERIC abstractor, e.g., "(AuthesaS)1', or to the
ERIC abstractor alone, e.g. "(7S)N. (See also Section VI-F.3.p).

The abstract should never be attained to the author unless there is an
actual astray wrkten by the Imhof. Use of tke author's uteds, selected from
Verve locations throughout the docwnent, does NW constitute en author abstract.
Musa from book jackets or "blurbs,' prefaces, introductions, &rewinds, mei
concluskm& should not be considered author abstracts.

Author abstracts that have been metalled shoukl cary the
abstractor/editor's initials Am' the word 'Author." However, abstracts that have
been edited so much drat the ainhor would no long( recogniar hierber own abstract
should not be attained to the author. &manly, selecting several sentences fmm
an author abstract or pameduasing an author abstract does not justify ding the
abstract as the =hoes. Author abstracts that also arty the abstractor's initials may
have been augmented to idemify the populatkin sampled, the population size,
geiagniphkat area whets the study was conducted; may spell out an acronym or
aareviation; or may have infonnatkin as to appendixes, references, statistical data,
etc., added at the end of the abstract. The idea is that the changes or additions
should be miner mid such that the iftgrity ci the authee's abstract is essentially left
intact and the author's abstract as originally wrinen is still clearly visible. If an
abstractor changes the !whorl; language, re-ananges sentences, etc., the abstract is
no longer the authees, and no author attaution should be made.

F. Rules and Authorities for Writing Abstracts

1. Authorities and Style Manuals

Most of the data fields in ERIC require faidy rigid conformance to
standands atablished by the ERIC Processing Manual (EPM). However, in the
Abstract field a more pragmatt approad is followed.

The principal authorities used are the University of Chicago Manual of
Style and the GPO Style Manual, two et the most comma; and easily available
manuals. Practices that can be sweated by either authority are acceptable. Where
meaning would be adversely affected, as with incomplete sentences, disagreement
of verb and subkci, dangling participles, incorrect capitalization, lost antecedents,
incorrect spelling, etc., the guidance provided by these manuals is followed closely.
Where frequently repeated structures are involved, such as lists, in which lack of
unifamity is very visible, a standard ERIC format is observe& However, in many
other situations the Abstract field does not operate wider a rigid set ri rules, but
rather follows a &ale set of guideline; that permit considerable latitude in style
as long as the resultant abstract is basically correct, succinct, and the meaning is
clear.

Such an arrangewnt fits the ERIC encasing envinmment where the
abstract= are not all in one location; where they do not all receive a common
training; where they may be cm-site ce off-site, faculty, students, fitelsicers, or
subcontractone where make abstracts may be used; and where the centralized
editorial time available is not sufficient for the substantial re-writing of abstract&

BEST COPY AVAILABLE
ERIC Procassing Itiossual
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2. General Rules

Brevity, smcinctness, and clarky are essential charactaistics of a
well-written abstract. Brevity is achieved by writing the most compact and concise

abstract possible. Do not ramble. Too many words may indicate that an abstract

includes details not dhecily sipificant, instead of cmcsatrating on the principal
ideas and fiwts. Avoid the murecessmy, the obvious, and the empty (e.g., 'Chapter 1

is an htmdiztion..."). Information already giparst from the title should not
ordinarily be repeated directly or paraphrased, though exceptions to this ride will

arise.

Clarity in style is achieved by following the accepn:d rules for good

writing. Useful sour= of information about style and writing standards are listed

in Figure VI.S. Clearinghouses should equip themselves with at least the latest
editions of the Chicago Monad of Style (ior =les about grammar, syntal, and good

writing practice) and the GPO Style Alcsmal (for many specifics in the areas of
punctsmion, spelling, capitalization, numerals, etc.). For specific advice on abstracts,

ANSI standanl 239.14 on "Writing Abstracts* is recommended.

3. Specific Rules

a. Until
Abstracts ordinarily are limited m approximately 200 words.

Within this limitatirm, there is no preferred length for an abstract, because

the appropriate length is determined by the content of the doorman.

Exceptions to the length limitation occur in the case of 'Table
of amtente infra:sive type abstracts (as for example one listing the
papers in a conference proceedinp). and abstracts for machine-readable
data files. Fix example, in order to list all the papers in a proceedings,
it may be accessary to use more than 200 words. (One poseible way of
shortening an abstract covering papas in a proceedings volume is to
compress author names by substinning initials fee first and middle names,

but this should be done only as a last resort)

Abstracts over 200 words should have a specific justification
as in the cases noted above. Abstracts significamly over 300 words
should be avoided. Abstracts over 400 words are not permitted.

b. Format

(1) Paragraphs

An abstract is always one paragraph long. The
accepted rules about paragraph writing must be followed
especially those concerning coherence and unity. A coherent
paragraph contains connected sentences, each following the
other in logical order. An abstractor can avoid writing a
paragraph that is nothing more than a series of roams, each
coe summarizing a separate topic in the document, by deft use

of transitional words and plusses.

ERIC Processin Manual V1-l2 kat 1992
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FIGURE V1-8: GUIDES, AUTHORITIES, AND STANDARDS COVERING
ABSTRACTS AND WRITING STYLE
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A paragraph should have a topic sentence, some
central statement of the document's major died& fiom which
the rust of the sentences am develop. (This is especially
hnportant in an I/On:settee abstract.) Gamily, the topic
sentence is the first sentence of the abstract, and because it
occupies this magic position. it should he as full and
=nate a statement as pomible of what the document is
about, its wpm, and its agleam In the case of resesuch
papers, the topic mime shoukt ckscrilm the hypothesis, what
was studkd or marched and why, the methodology
employed, and the study population.

(2) Sentences

Sentence kngth should vary as much as posable to
avoid the urqilanant effect of a series of sbxt, choppy
sentences. Be Uric, not telegraphk. Use complete sentences,
omitting neither webs nor cadmium. Avoid the overlong,
complex sentence in which the abstractor piles up clauses and
phrases, especially qualifiers sad modifiers, in an attempt to
include as much as possible in one senteoce. Appropriate use
of numbered sequences and panuithetical *militias can often
make a complex sem= more readable. Avoid the list that
forces one verb awkwardly to do the work of sevual. Every
sentence should have high information densky and, without
being cryptic, =Ivey a maximum amount ci information in a
mininuun number of wont.

c. Language and Vocabulary

To best convey the flavor of the original documuu and to
facilitate retrieval based on natural text, incorporate key words from the
document into the abstract (especially if they are repeated Olen). Avoid
direct quotations, however, for they usually do not carry enough
information to be excerpted. However, single words or short pusses
should be quoted if the author has coined a new phrase that is seminal to
the study and if failure to call mtention to it would be misleading. The
abstract should generally follow the wording and sequence of the
document, evecially when stating results or conclusions. The langualp
of the ckocument should not be confuted in the abstract to the
terminology of the ERIC Thesaurus or IAL. New or ter:Weal terms
should be defined briefly. Also polemical, cceeroversial, or exceptionally
suggestive words may be placed within quotaticm marts.

The abstractor should try to avoid beginning the abstract with
phrases such ar

"This report...* and
"The purpose ot this report (or document) is...."
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However, sometimes clarity and the direct statement approach virtually
face die abstractor to such constnactions.

Also, the abstractor should avoid the monotonous :creation of suite/Ices
starting with:

"It was suggested that-:
It was found that..? and

"It was reported that..."

or ending with such ineffective phrases ac

"...ate discussed* and
"...me given?

However, passive voice constructions may be justified and even
=avoidable when writ* indicative abstracts. (See below under
"VtAce?)

d. Voice

The acdve voice emphasizes the doer of the action, e.g., 'The
professor read the document.'"

The passive voice emphasizes the receiver of the action, e.g.,
"The doctanent was read by the student."

Use the active voice whenever possible in an isformative
abstract because it allows for direct expression when summarizing the
eaten* of the document and usually requites lass space than the passive
voice.

Use the passive voice in an indicative abstract to descnbe and
to highlight the palms of creating the document. Pattrive constructions,
such as the following, should appear primarily in an indicative *strict
"...are included...," "...are discussed...? presented-.? "-are
reviewed...?

e. Person

Abstiacts should be written in the third person and should not
cortain unclear references to "I? "we," or "you? For example, a
sentence such as "We have a Department of Education..? should be
changed so that the meaning of "we' is explicit, not implicit, e.g., "The
United States has a Departmatt of Education...? Use of the third person
phial can often conveniently avoid use of the gender-explicit palm=
lte" or *she

1. Tense

The tense of die document can suggest the tense of the
abstract. The present tense is proper for an indicative abstract, e.g.,
"-are listed...," instead of "...were listed..." Strive for tense consistency
throughout the abstract.
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Ire Antecedents

Indemite refemuces to It" tthould be avoided unless the
antecedent is quite clear. Failure to make the antecedent of a relative
pronoun clear is one of the most common writing ems.

h. Abbrevladons and Acronyms

Abbreviations should be avoided and amonyms kept to a
minimum If a long phrase with a recognized acronym is used more than

once, it may be spelled out the first time it appears in the abstract mid the
acnutym used thereafter. At the time of hdtkg use, the acronym *odd
be placed in parentheses (without periods) following the tam (e.g.,
Mobilizatkm fee Yorah (MFY)). This is not necessary, however, if both
spelled out vasion and acronym appear in the tide, in which case the
acronym may be used by itself throughout theabstract If it is necessary,
because of space limitations, to ablueviate, it is permissible tO liSe the
common "shrzhand" of the field, e.g.: "MS' for Socioeconomic Status
or "IQ" for Intelligence Quotient

I. Lists

A "list* within an abstract is a series of items complex enough
to benefit from or to require enumeration. Wlmn it is necessary to list
awl a series of items in the abstract, use an initial colon followed by
numbered phrases sepanaed by semicolons. The numbers indicating each
item should be in parattheses (to distinguish than from any numbers that
might appear in the text itself).

For example:

Ccuclusions are a comm(.!k "bsr:

Three conclosiom. were drawn kern the survey:
(1) AAAAA; (2) BBBBB: (3) CCCCC.

The "Table of Content? abstract is a type of list

Fotuteen papers were presented at the conference: (1) 'Alpha"
(Betty Jones); (2) "Beta* (Tom Smith); (3) "Game (David
Johnson)...

Note that simple sequences may not require the "list' approach,
e.g., "Respowlents expressed concern about classroom management,
ability grouping, and student assessment°

* Full-teat searching techniques permit a "Table of Contents" type abstract to provide access to the tides and
maims of individual presentations even when they are not separately Recessed.

ERIC Processing Mama VI-16 aise 1992
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J. Numben, Measurement, Time, etc.

In general, follow the rules in the GPO Style Manual,
Section 12 on 'Num= Is." These rules me too extensive to summarize
here, but some mulct points am:

In general, numerals rafting to sections, chapters, etc., should be
recorded in Arabic, in accordance with GPO imd "Chicago" rules.
When the numbers pertaining to sections, chapters, etc., have been
written out in the document, they should be converted to Arabic
numbers.

A figure is used for a single number of 10 or mom, with the
exception of the first word of the sentence: e.g.:

1-9
10 or more
first word
mixture

= Me survey was sat to five schools%
"The survey was rent to 150 schools";

= "Twenty schools received die rurvey"
= "There were 8 teachers, 14 students, and 25

administrators present."

Units of measurement and time me expressed in figures, e.g.,
'50 tons'; and the comma is used in a number containing four or
more digits, e.g: 1,756*.

k. Ethnic Group Names (Capitalization)

In the ease of documents concerned with the two broad racial
groups, blacks (Negroes) and whites (Caucasians), abstract= shoukl
follow the practice of lower-casing these tents, i.e., "blacks and whites"

However, in the case of documents concerned with Blacks
and/or Whites and other ethnic, national, or racial groups, such as Asian
Americans, Mexican Americans, Native Americans, etc., abstractors
should follow the practice of using initial carital Wars for all gimp
names appeming in the abstract, e.g., "Blacks, Asian Americans,
Irapanics, Native Americans" Names of ethnic stoups used in the
abstract should follow usage in the document, e.g. use *Afro American*
if the document uses it do not arbitrarily change it to °African
Americus"

I. Quotations and Quotation Marks

Direct quotations from the documem are not ccmsidered a good
way to build um entire abstract, It is usually not Katlic to get a good
narrative flow with this approach and the text available to quote is rarely
as succinct as an abstract needs to be. Nevertheless, single words or short
phrases may sometimes usefully be quoted to identify newly coined text
or to pout up polemical, coutroversial, or unusually suggestive words
used in the document

The titles of books and journals, that would normally be
underlined, should instard be enclosed in quotatkm marks. (The
underline is not a valid chancier in ERIC text.)
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Tab le-d-Contans type abstracts that list, for example, die
papas of a conference or the chaptem of a book, should enclose the tides
of the paper or chapters in quoted= madm.

Material within an abstract that is between quotation marks is
assumed to be directly frmn the documan in hand, so no detailed
attributim Ottawa is necessary.

m. Nodng the Existence or Large BRdographies
or Reference Lists within Doeummits

If a document =stains or has appended a large Inliliogapliy
or list of references, this is a useful fact that should be passed along to
the user, generally by a statement toward the end of the abstract, e.g.:

*Contains 150 references.*

*Appendix C is an annotated biNiography containing
250 references grouped by books, articles, and non-print
matedals."

*Each paper in this proceedings volume cites an extensive list of
reference; it contains 309 references overall.'

*A suggested reading list is inovided containing 50 references tO
the 'best' and most up-to-date material on nuclear disannsnait.*

Not all refarrices are worth noting. Most documents contain some
references. It would sta be helpful to note ad infinitum
°Contains 2 references? 'Contains 3 references," ac. ibis would
enlarge WC resumes needessly with a proliferation of non-useful
information. The minter of references worth calling attention to is a
judgment call cm the part ct the cataloger and depends to some extent on
the specifws or breadth of the topic tmder amsidaation. The only
guidance is that the quantity mot be "significant.* Certainly anything
over 100 would probably fall in this category and anything under 10
probably would not. The range from 11 to 99 is therefore a"pay" area,
open to the judgmeM of the cataloger/abstractor.

The exact nurnber of references should be cited whenever
possible. If the number is not stated by the docinnent and the references
are not numbered, there may be occasional cases what counting would
be excessively onerous and some general order of magnitude may be
given, e.g., 'Contains approximately 300 references? However, in
general, when including information abmit references at all, it is best to
use an exact number. References should not be quantified in terms of
number of pages.

U a major part of a document consists of a bd:diography,
Clearinghouses should, of course, assign the Publication Type for
"Bibliography" (131). lkiwever, this should be done only, when the
do:umaa is essentially a bililiography or reference list, with perhaps
some explanatcry text added.

ERIC Processing Mama VI-18 Jane 1992

'a u



ABSTRACTING/ANNOTATING

Note that in all the above examples, the phrase
"contain(sXing)..X references" owns. Textual semehes of the following
type will meieve accessions bearing this phrase, most of which will be
documents with significant webers of references.

S contain? (2W) refesences2

U. Appendixes

Many ERIC documeMs have appendices containing significant
informeion. It is often appropriate to cite a document's ma*
appendixes at the end of the Abstrwt. When doing so, it is best to be
explicit about number, content, and length (relative to the text of the
document).

Unacceptable "The report contains five appendixes."

Acceptable "Three appendixes lie the workshop participants,
their test results, and their evaluation of the
instructors."

"Ilre following appendres comprise the last 3 of the
document's 13 sections: (1) ERIC Clearinghouse
Scope of Interest Guide; (2) Document Preparation
(for Filming); and (3) Glossary of Terms.

2 S sigg Search; ? "Wild Card° Characters; 2W = within two words.
(The illustration is a proximity search in DIALOG's command stmcture.
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Os English Lap Page

ERIC accepts non-English documents for the database.
Clearinghousat aelecting non-English documents are responsthie for
producing an English language abstract that accurately reflects tlw
non-English text. (The ERIC Network Directory contains a 'Language
Bank" of indivkluak in the network wbo may be able to assist with
translathars.) Except for proper names, spelling should follow standard
American English usage (e.g., weenters" not "centres," labor" not
labour"). Table ri Contents type abstracts, lisdng non-English
conference papa tides, ideally should provide a hief English translation
in parentheses following each mm-English title cited, size and ether
limg factras pennitting.

p. Abstractor khalif's:atlas

Each abrgract sisould carry a designation as to its prepmer.
This identification should be in parentheses at the end of the abstract.
The initials of the abstractor should be written without periods, e.g.:

ABSTRACTOR EXAMPLE

The abstract was written entirely by (AS)
the abstractor. Use abstractor initials.

The abstract was widen entirely by (Authcf)
the authcx and was used unchanged.

Tim abstractor revised an author (Author/MC)
abstract. Both should be creclited.

(NTIS) or (NTIS/AS)Abstract as obtained from an external
service, e.g., the National Technical
Informarica Service.

_

FIGURE VI-9: Abstractor Identification Examples
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4. Abram** Sped tic Kinds ef Documents

Different types of documents require different types of abstracts. Even
when dealing with the same general type el abstract, however. it may be necessary
to vary the apFoach hi mder to accommodaft differeM kJ= of document& The
following guidelines provide specific advice fix some of tbe more common types of
documents.

a. Reports (Research mad Technical)

These usually require Worms:Eve abstracts, which should
contain:

objectives and hypotheses of the research;
methodolou, sunututrized succincdy, inchiding perhaps subjects

(always provide N cs if available), geoglaphic location,
edmiciracial factors, variables, amtrois, conditions, and tests;

findings mid conclusions (emphasized); and
glee* implications and/or recommendations for further research.

If limited= to the study are mentioned. they should be included.
Background information should be used only if =Nary to explain the
objectives. A description ci umunal or extensive aniendixes may be
included at the end of the abstract.

b. Speeches/Presentations

These mons usually require informative abstracts which
should =take:

background information only if necessay;
statement of premise or thesis;
development of ideas or arguments with proofs and major

sopporting facts; and
mansions.

c. Curriculum GuideulTeacker Guides

These usually require indicative ahstmcts, which should
contain:

subject area and grade level of the curiicular material:
specify objectives of the cause;
particularly interesting methods used; and
supplementary activities and materials suggeaed.
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d. Program Desaiptionsadmkgetrative Reports

Because of the large amend of naaative dam% these usually

rewire indicative abstsacts, which should contairc

objectives of the program and identification of the target popdation;

types of special tenchees and other pasonnel and total numbess of

classes re students involved;
means or suggested mew used k) cmy out the pogram;
special methods used ko overcome prabkms; and
up-to-date peeress of the lwogrmn with say anticipated changes

in iilans, or, if the prop= has been completed, a statement of

the prograsn's effectiveness.

e. Textbooks/Instructional Materials

These usually require indicative abstracts, which should

contain:

objectives of the text, including target student population;

description of the geaeral nature of the subject maker; and
special methods used in meeting objectives, including notation of

illustrations and accompanying activities.

Recounting specific textual material is not necessary, unless doing SO will

explain methods used in achieving objectives.

f. Bibliographies/Directories

These usually requke indicative abstracts, which should

g-

contain:

subjec:3 included;
reference to annotations, if anr.
dates of materials (earliest to latest);

types of materials listed;
number of entries (approximate, if necessary);

data fields included in entriec
potential usess or target audience.

Multiple-Author Works (e.g., Conference Proceedings)

Depending on the number of papas included and space

limitations, these usually sequire indicative abstracts, which should

contain: brief statement of the subject and scope of the collection and

narative-type table of contents, indicating titles and authors. If there me

too many articles to list, distinguish broad subject areas and group the

articles.

ERIC Processing Mamma VI-72 ,1 4
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(If a document contains a large amber of important papas,
Cle` personnel may decide to assign separate accession numbers
to substantive items and to write separate I:formative abate,* for these
*analyzed" items. Each resume for papers ar section separately analyzed
should, et come, inchale a cuss-reknit= to the parent item)
(See "Analyties* in Section V.)

TeSs/Measurenent Materials

These usually midi* bdicative abstracts, which should
contain: purpose and objective of the test forms and levels of the test,
including length and whether vatsl or non-verbal; identification of the
group to be tested, including grades, ages, etc.; description of the testing,
scoring, mid gmding methods to be obageyed, including time limits,
whether individually or group administered, qualifications needed too

administer, special eipipment needed, et.; and normative data and my
infonnation concerning reliability, validity, and test developing.

Tests or measurement/evaluation instrameols accomPanYing
a most as supporting donunentation, should always Iv: indicated by
assignment of MIME 160, and may even be mialyzed out as a
separns accession (see Section on *Analytics.") 1 he ERIC Clearinghouse
on Tests, Measmement, and Evaluation may be consulted if there me
questions relating to such material.

I. Congressional Hearings

Hearings should generally be abstracted using a mixed
informativermlicative approach. The indicative spinosa will cover the
peaces mid organization presenting testimony. The informative
apixoach will cover any results, =elusions, mconuneadations, or clear
tend to the testimony or proposed Government legislative action.

j. Machhie-Readahle Data Flies (MRDF)

In the case et Ma:bine-Readable Data Files (Pubtype 102), the
ERIC guidelines for writing indicative abducts should beobserved, with
the exception that a data file abstract may be kaiser than a document
abstract (i.e., with an upper limit of 300 wads in lieu of the regular limit
of 200 words).

Data files collect data on specific variables/question/factors.
These variables constitute the boa sal most useful characteringionof the
content of the fde. Variables should be regarded as a kind of subject
index term, closely related to ERIC's familiar Desaiptmsand Identifias.
All major variables (but not all their variations) should be described in the
abstract. Variable names should generally follow tit tango* used by
the data file itself (or its documentatkon). If the names are not
sufficiently descriptive, however, they should be improved, as appropriate.
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Since the ERIC remit format is designed for bibliographic
entities and not far data files. RIB does not puvide for all of the
specialized fields needed to do justice to data file desaiptions. One
sohnkur is to "segmere the abstract by certain of the more important
fields. For exam*, at the end of the RIB abstract some of the crucial
data can te stacked, each stack preceded by a standard Header, e.g.,

IFREQUENCY: Biennial, TYPE OF SURVEY: Longitudinal
PMILLATION: Higha Education Instituthuis (3.183). RESPONSE
RATE: Higher Education Institutions (2,770=37%)
YEAR CW LATEST DATA: 1930.

The concept here is that through the mabiliv of full text
proximity searching, using the combination of the standard Header and
the actual data, a computer atarcher can simulate having a special field
on which to search. The official 'segments" art as followie

TYPE OF SURVEY

The purpose of this swag is to index the file by survey type. The types
identified to date are shown in the small authority list below. Since a
given fik may simultaneously belong to several categories of survey,
multiple etudes in this field art permissille.

Census [i.e., teal universe]
Population Survey
Sample Survey
Longitudinal Survey
Cross Sectimal Survey
Follow-up Survey

POPULATION (Size)

A fik may repesent data gathered frail the total universe of cases (i.e.,
the `population") or from a sample of that universe. In either case, the
total universe should be descaed in this field. 1ln description should, if
possible, be in the form of the name of the data source followed by, if
available, their number (actual or estimated, per documentatice) in
parentheses, e.g. "Private Schools (27,000)": *College Presidents (17,000)?

SAMPLE (Size)

If the fde represents data based on an sample of a larger universe of cases,
then the sample should be described in this field. The description should
be in the form of the name of the data sources followed by, if available,
their number in parentheses, e.g., "Private Schools (1,000)."
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RESPONDENTS (Source of Data)

This field should answer the quatice as to who or what has completed the
survey instrumait or nsponded to the data-galhaing mahodokogy. 'Nies
of resporskrits shoal be indicated by using their most common generic
name form, e.g., School Administrators, Students, Parents, Faculty,
Counsdors Graduates, Doors, Oki Executive Officers, Mothers,
Collep Presiders& etc.

RESPONSE RATE

If the file reposents data based on responses received fmni a sampk taken
from a larga universe, then the responses received (and the respmse rate)
should be &sailed here. The descripthan should be ha the form of the
name of the respondents (data sources) followed by their number and the
percent that number is of the total sample, e.g., "Private Schools
(1309=81%).

FREQUENCY (Periodicity of Data CoBectkm)

This field should answer the question as to how frequently these data are
gathaed. In order to povide warders with a standard set cefrcquency"
terms on which to search, a small autborky list has been developed (e.g.,
weekly, =Slily, M.). The compkte authority list swam below. Data
that have been gathaed only owe, aml that will not necessarily ever ix
gathered again, should be indicated by the word *Once" ha this field. Data
that have (or will be) gathered multiple times, but with no particular
scheduk, should be indicated by the prefened usage *Periodic* (in lieu of
*Irregular* or "Occasionar).

Available Frequencies:

Owe Weddy Annual
Perhicik Monthly Biennial

Quarterly Triennial
Semiannual Decennial

YEAR OF EARLIRST DATA (of Subtitles hi the Series)

If the file being deserted is part of a series, then record here the year
applicable to the earliest data in that series. Any entry in this field should
be a single calendar year.

YEAR OF LATEST DATA

If the data apply to a particular year (or span of years), then enter the
year(s) here, individually, for searching imposes.

If the data do not apply to a particular year (or span of years), Ixt were
gathered in a particular year (or span of yeas), then enter the year(s) here,
individually, for searching purposes.

A sample resume for an MRDF is shown as Figure VI-l0.
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ED 211.5 315 Hr 020 846
American College Fresionsig 1984 Survey; Final

Merged File (machine-readable dsta file).
California Univ., Los Angeles. Higher F-ducation

Research Inst.
Spoils AgencyAmerican Council on Education,

Wuhington, D.C.
Report No.EF000101
Pub Date-84
NoteFor publication covering 1984 version of

this data fi1e see ED 255 106.
Available fromUniversity of California, Los An-

geles (UCLA), Graduate School of Education,
Cooperative Institutional Research Prosram
(CIR.?), Los Myles, CA 90024. Telephone;
(213) 825-1925.

Pub Type Machine-Resdable Data Res (102)
Documeet Net Available from EDRS.
Descriptora*Biegraphical Inventories, Csreer

Choice, College Applicants, College Bound Stu-
dents, 'College Freshmen, Fmanmal Aid Appli-
cants, Higher Education, *Nationsl Norms,
*National Santry', Norms, Political Attitudes,
Social Values, Student Educational Objectives

Identifiers*Cooperative Institutional Resesrch
Program, Student Itemization Form
The Cooperative Institutional Research

Pr(CIRP) is a continuing longitudinal studyoire
American higher educational system. cue scum-
ally conducts a survey of students entering college
as first-time, fidl-time freshmen, The freshman sur-
veys began in 1966; the 1984 survey is the nine-
teenth in the series. All institutions to
the U.S. Department of Education's *V Educa-
tion General Information Survey (H GIS) (and
having more than 25 incoming students) are invited
to participate. The survey is conducted via a Student
Information Form (SIF) designed for proctored
self-administration during the first two weeks of
school. The SIF data are read by an optical mark
reader. Approximately 20% of the invited institu-
tions participate: this captures data on approxi-
mately 20% of tte total number of freshmen. The
1984 file contains data from 526 institutions on
271,647 students. The data contain a wide range of
biographic and demographic information. Some of

the r.tnre substantive Sit; variables sr= high school
background and activities; career plans and goals;
educational aspirstions; current attitudes; lessons
for attending college; parents' education and occu-
pation; parents' and student's religious preference;
parents' income; political attitudes; social values;
sources of financial support. In addition to data re-
turned directly by the participating institutions, a
wide variety of institutional data are obtained from
the College Entrance Examination Board (CEEB)
and are used in conjunction with the data obtained
annually. Data obtained from the College Board in-
clude: total freshmen by sex; SAT and Acr com-
posite score quartiles; full-time/part-time status:
percentages of students from in state that commute
and that are in campus housin tuition costs, fees,
room and board costs, cost of books and supplies,
transportation costa; total scholarship/erant dollars
expended; student loan dollars provided; jobs of-
fend and obtained for students. Each year, four
machine-readable data files (MRDF) are developed
from the SW; (1) an institutional summary file con-
taining institutional identifieation numbers and an
institutional summary of the responses for men and
women; (2) a file containing individual responses
and a student identification number, hut no names
and addresses; (3) a name-and-address file contain-
ing a second, independent student identification
number; and (4) a "link" file containing only the two
independent identification numbers. This last file is
maintained under an elaborate system developed to
ensure strict confidentiality of individual student
date and to protect against misuse of the
name-and-address file. TYPE OF SURVEY: Na-
tional Survey; Cross Sectional Survey. POPULA-
TION: Higher Education Institutions (2734)
College Freshmen (2.000,000). SAMPLE: Higher
Education Institutions (2641 =97%); College
Freshmen (1,635.208 =82%). RESPONDENT&
Higher Education Institutions (526c. 20%); College
Freshmen (271,647= 17%). FREQUENCY OF
UPDATE: Annual. YEAR OF FIRST DATA:
1966. (WT13)

FIGURE VI-10; MACHINE-READABLE DATA FILE(SAMPLE ENTRY)
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S. Local Convendons for Specialized Problems

Each of the ERIC Clearinghouses cod:soots writing and related style
probkmo that ate specific, if not unkpie, to their respective scope was. Ideally, a
locar standatd or consistest way of ckaling with these ptoblems should be
developed.

For exam*. tbe ERIC Clearinghouse on Languages and Linguistics has
developed the following "local" practice for dealing in the abstract with the
well-known phrase "English as a Second Language.*

The &Ise will always be **ten in initial capitals, e.g.. -students
learning English as a Swazi lainguage."

When used as an adjective, the phrase will be hyphenated. e.g.. "...teachers
in the English-as-a-Second-Language classroom."

The abineviation ESL will be placed after the fast appearance of the
phrase, after which the abbreviation atom can be used to represent the
concept, e.g., %students learning English as a Second Language
(ESP...The ESL student performed best on..."

G. Rules for Writing Annotatioes

1. Definition and Function of an Annotation

An annotation is a succinct explanation or description of a particular walk.
Although closely related to an abstract, im annotation is considerably briefer and therefore
usually characterizes raker than summarizes.

In the ERIC system, annotations of no more than 50 words are prepared for
journal articles (ET Accession Series) announced in Current Index to Journals in
Education (CUE). The pinpose of an annotation is to explain and indicate important
facets of contere not evident from the Tide, Desaiptors. cw Identifiers, and thereby to
facilitate the usees search of the periodical titanium.

2. General Approach to Annotating

Annmations are recommended for CUE citations. If the scope of an article is
adequately expriused by the tide, bibliographic citation, and accompanying Descriptors
or Identifatts, an annotation is not mandatory, lf, however, the normal entry fails to
convey subject mtern or an important feature ce aspect of the substance of an article, an
annotation should be added. in dombt. aiways supply an annotation. The true meaning
and utility of an article may be lost because of a clever Wiz (e.g., "Climb the Ladder" or
"Send No Box Tops") or a highly technical title ( e.g.. "The Saint-Cloud Method: What
It Can and Cannot Achieve" or "Tandhoff a Disease in s Scottish Family"). When this
situation occurs, an =notation must be added.
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Either informative or indicative annotations me permissilde. However, the

brevity of the an" fat= presumoses that most annotations will be of the indicative

type. An indicative annotaticm is mitten from the point of view of an informed and

objective third person and &scrams the cosnag, format, or use of ansick. In contrast,

an informative annotation presents an objective summary of die author's own ideas, or

one or mons of the conchal= presented. Becuse of ks size limitations, an annotation

of this type will wank not present in comdensed fonts a summery of the article itself.

In other words, though the same general approach of developing a concise represematian

of a document holds Int for annotaing as well as for abstractingom Rwandan, waft
an abate* does not have to be weighted in die same poportions and with the swne

emphasis as the original article. Lengthy informative annotations should not be used.

As with an indicative abstract, an annotation should avoid evaluative language

(particularly negative evaluations) introducbg personal or professional prOidices.

However. useful *guiding* statements can be used such as the followinic Written few

the non-specialist% 'Designed to be helpful to the practking English teacher"; and

*Anemias a clear explanation of a complex ten*"

3. Specific Rules for Writing Annotations

Unless otherwise stated bebw, the rules that pertain to abstracts also apply to

annotaticnis.

Legglth

Annotations should as a rule ROI exceed 50 words. Most annotations
ge,nerally be between 30 and 50 words in length. There is a fixed upper

limit of 60 words observed by the CUE Publisher; however. then is no fixed

lower limit. Author- or editor-provided annotations to articles may be used or

re-written to confccin to the 50-word limitation, if necessary.

b. Format

Annotations should be only one paragraph kmg. Wbrde sentences are

preferable, but telegraphic sentences (not used in RIE abstracts) are acceptable,

e.g., "Categorizes all types c f at risk students." Simple *uses or lists may also

be used, e.g., "A code of ethics for counselors." Since annotations are not

necessarily written in full sentences, some of the mechanics of style descnbed

in the various style manuals do not pertain.

c. Language and Vocabulary

Since an annotation is basically ai attempt to impmve on an
uninformative title, the annotation should avoid repeating specific terms
contained in the Title or Descriptors. In other words, use the annotation to bring

in fresh information, railer than to repeat information already available in the

entry. This is not a strict prohibition, as circumstances will sometimes

necessitate that a tenn be repeated. If special or unusual words appear in the
title, the annotation can be used to explain them. UnlelLe an abstract, an

annotation may be composed of a quotation escerpted from the artfcle (and

punctuated as such).
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d. Example of Amur:Won

The: Hotneplace: Experiencing a National Historic Landmark

IABST_Pifted high school students collaborated on a
study of the architecture and lifestyle associated
with Homeplace, an 18th century French Colonial
home in Louisiana. The activities culminated in a
multimedia exhibit at a local art gallery. (AA)

FIGURE VI-11: Annotatkm Augmenting
Non-Inktrmative Title

H. Relationship Between Abstract and Other Data Fields

An ERIC resume ettempts to be a thorough but succinct characterization of a
documem/article. Duplication and redundancy should generally be avoided in the textual fields:
Title, Institution Name, Sponsoring Agency Name, Note, and Abstract. For example, it would be
a waste of space and words to repeat needlessly the Mile or Institution Name in the Abstract.

This athnonition does not, however, apply to the index* fields (Descriptors, Identifiers,
Geographic Some, Language, Publicatice Type, etc.), where the job of the field is often to index
and standardize information appearing elsewhere in the resume.

Title Field

The Title field should generally not be repeated in the Abstract Although it is
virtually impossible to avoid ming some words from the Title, exact repetition should be
avoided. particularly for such documents as conference proceedings, hearings, etc., where
the location and dates are usually a regular pan of the rale.

InstkutionSponsoring Agency Name

The mune ot the preparing institution and the sponsoring agency will appear in
the INST and SPON._ fields, respectively, and shoukl not be repeated in the Abstract.

Descriptive Note

The NOTE field may contain a wide variety of infonnation, e.g.,
dissertation/thesis information, reproducibility information, conference inkmnation (when
not pan of the Title). None of this Information should be repeated in the Abstract.

"Index" Fields (e.g., Descriptor, Identifier, Publication Type, Geographic Source)

Information appearing in the various Index* fields may appear in the Abstract,
as needed, without resuittion or fear of redundancy. The purpose of these fields is to
standanlize access points. Inevitably these fields will draw on the Abstract for their
content.
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I. Guidelines fbr the Editing (by the ERIC Faeigty) of Clearinghouse-IN. tpareti Abstracb

As part ci the review of RIE reams, die ERIC Facility editors review all absnacts
mceived from the Clearinghouses. Their firkin respontaillity is to ensam that them are no
discrepancies between the content of the abstract and the documeat (e.g., abstract lists something
dun is not in the documert; all names of persons, organization& tests, etc., are accurahay recorded).
In additkm, die cams watch kw the folbwhig kinds of situations, making neakd changes as
indicated to ensure reasonable consistency among abstract&

I. Overall Size

%Abstracts are limited to approximately 200 words.* (UM VI5.3.a).

Informative abstracts that significandy exceed 200 words Amid be brought to
the attention of the submitting Clearinghouse, but should generally not be re-written
unless the size exceeds 300 words. The objective is to ciWt the problem at the point
abstracts are written and to keep die occurrences to isolated instances that do not require
m-wiite. If the problem persists, it should be pursued via managerial chamiels.
ReCtliTenCeS may, at the *dgment of the editor, be negotiated with the Clearinghouse fir
either ram to the Clearinghouse for re-Write, or reduction in size by the Facility.

Abstracts significantly under the 200 words size limitation are not to be
considered a problem.

2. Type of Abstract (Informative vs Indicative vs Informativellndkadve)

The choice of type of abstract is the Clearinghouse's. The Facility should, in
general. not question this choice.

3. 11ng Information

There may be cases in which significant kiformation, e.g., conclusions or
recommendations, has been kft out of the abstract. The most usual situation occurs when
there are significant indicative aspects of the document that might be communicated, but
the Clearinghouse has ignored these aspects, e.g., appendixes, attachments, large
bibliography, multi-volumes, etc. The Facility Wilms may, at their discretion, add such
information to the abstract, alerting the Clearinghouse when this is judged advisable.

4. Acronyms

Facility editors should enure that all acronyms appearing in the abstract are
interweted somewhere in the abstract (preferably at their fwst occunence).

S. Abbreviations (as Distinguished front Acronyms)

Facility editors should replace abbreviations with the full frwirk A the word.
except in special situations such as when the abbreviation is in quotes or thv abbreviation
is the standard form of the concept in the literature of die field, e.g., "SES."

6. Slang, Swear Words, etc.

Facility editors should govrally replace slang and swear words with meaningful
and non-offensive equivalents, except in special situations such as when the colloquial
word is being treated per se and is essential to the statement being made.
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7. Derogatory, Pejorative, or Melons Statements
Concerning Individuals or Oigeniaations

Facility edkors should question all seemingly derogatom pejondive, or lbelous
stidements found in abstracts. Such statemefts should either be deleted or the edikr
should receive managemait approval for their inclusion.

S. Eva !seethe St:dements and Product Comparisons

Facility eaters should question all statements making evaluations or direct

comparisons of organizations or commercial produMs. Such statematts should either be

deleted or the editor should receive management appoval for their inclusion.

9. Typographical Errors/Misspelled Words

All typographical CM= and misspelled words detected by the editors should be

corrected.

10. Incomplete Sentences

Telegraphic sentences an not acceptable in RIE abstracts and should be
expanded by the Facility editors to complete sentences.

11. Missbg Words er Lines

Occasionally wads or phrases are inadvertently deleted in the keying or
transmission process, resulting in ungrammatical or incceignious sentences. The editcas
should research the missing ink:mutation and replace the missing material.

12. Abstract Attribution

The abstract should be attributed accuntely. If the abstract appears in the
document, but is attributed to the Clearinghouse abstmctcr. a conolion to *author
abstract status should be made. If the abstract is attributed to the author, but does not

appear in the document, a correction to the Clearinghouse abstractor's initials should be

made.

13. RepetithreiRedundant Information

If information that appears in the Title field, Note field, or other field is repeated

unnecessarily in the abstract, the Facility editors may, at their discretion. remove such

redundant information from one or the other of the two fields, making the necessary

transitions.

14. Author/Abstractor Confusion (Who's Talking?)

If there is significant confusion in the abstract between what is said by the author

of the doctunent and what is said by the abstractor. the Facility editor may eliminate the
confusion, contacting the Clearinghouse as needed to accomplish this.

15. Paragraph Structure

All abstracts mud be self-contained in one paragraph. Absuacts structured as

more than one paragraph must be converted to the one paragr* format.

Jane 1992 VI-31 tic 3 L3 ERIC Process* Manna
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IL Lists

Lists are to follow the format specified in the Ent "The fallowing conclusions
were drawn:. (I) max; (2) xxxxx; and (3) =um* Lists in the abstract not in this
format should be converted to it.

17. Numbers, Measurement, Time

In general, the GPO Style Manual calls for Arabic numbers in preference to
Roman minerals: numbers rather than words for values of ten or over, units of
measurement or time expressed in mashers rather km wads, commas in numbers of four
digits or more. Where the OPO rules have not beat gamed to, the Facility may make
the changa =comely to achieve consistency within a Clearinghouse-produced cc
modified abstract (but not within an unntod(fled author abstract.) Beaune such chows
an be numerous, however, k is critical that the Facility contact the Claninghouse to
ensure that the problem is feted at the sauce. Because mks penaining to numbers have
cosmetic value, but little or no impact on comparing muieval, it is more imposam b
be consistau within an abstract than k is to be consiant acsoss die whole of RIR (The
use of author abstracts alone would prevent such consisteacy across the database.)

The Chicari Manual of Style says, *ft is difficult if not impossible to be entirely
consistent in the use of numben in textual masa" (p232). The GPO Style Matusal and
the Chicago Manual of Style, while they do not entirely agree on all poiMs pertaining to
numbent, are both useful because they each cover some ground not coveted by the other.

IL Commonly Confused Words

Occasionally words that me commonly confused may appear in their *confused*
form in ERIC abstmas. For exanwile, the abstractor intended to my the data *imply*
something and instead says the data ink? something. When such a situation is detected,
the Facility should replace the incorrect word with die correct word. The Facility will,
of course, only take this type ti action when absolutely certain about the validity of the
change and when it is clearly siffortable in the standard authorities.

19. Ungrammatical Sentences (Creating Problems With Meaning)

Lengthy sentences, with poor connectives and other grammatical faults may
make it difficult if not impossible to mtderstand what was meant. If the Facility editors
cannot, Ma repeated readings, widerstand a given sentence, they may assume that the
user would have the same poblem. Such a sentence should be re-structured so that its
meaning is clearer. It may be necessity to contact die Clearinghouse in ender to
accomplish this, but such comact is not mandatory. The objective should be to make the
meaning clear without the addition or deletion of any information.

'Note: Roman numerals are acceptable, however, when being used to describe something that is clearly
identified in the source by Roman (e.g.. Title IX*) lather than Arabic numerals and when
conversion to Arabic might result in confusion for the user.

13,1t1C Prolamin Moomal VI-32 hoe 1992
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20. Grammar/Usage Problems

The English language has many rules of grammar. Some are widely damned.
Some are widely ignored. Those that affect the mewing of dm sit:dement being made are
the easiest to *airy and tend to oe the most wklely accepted. Those dud are the most
subtle, but do not affect meaning (or * the ear), tend to be the most ignored

The Facility editors skald le on the &en primarily for those Wok:dons of the
ndes of grammar that tiffect the nwaning of what is being said. An (sample of a rule
that can affect meaning is to place dm word *only" as ckme aspossible and preceding the
wud it modifies. e.g., "He ate only a sandwkh," not ilk only Me a sandwich."
Extuntin of rules that do not affect meaning ase:

the dying distinction between "shalr and wilr;
the subtle distinction between liectume rd" and *due to*: and
the split infmitive (often awkward, but sometimes justified).

Grammar or usage problems detected that adversely affect the meaning of what

is being said in an abstract should be commted by the Paciliry editors. Usages that art
widely minded by the authorities as unacceptable should also be corrected. However,

usages that do not affect meaning, drat do not * the ear, and that haw some nusonable
constituency (e.g., Anwrican Heritage Dictionary Usage Panel vote of 15% acceptability

or above), should simply bc left alone.

21. Punctuation

There are certain well-accepted ndes of iminctuation about which then is little

or no disagreement, e.g.:

a question is followed by a question mark:
a colon faced= a list;
a possessive requires an apostrophm
in the structure "A, B, and C there should be a comma after 011 three distinct

entities me intended; aid
titles of written works, including conference papers and chapter titles, are enclosed in

quotation marks (the underline not being available.)

When such standard rules of punctuation. verifiable in the authorities. are violated. the
Facility editors should correct the error.

There me other areas of punctuation that are less clear-cut and where personal
INeference may determine the punctuation used. e.g...

use of a semicolon in lieu of a period to separate two conceptually-related sentences;
use of a comma after a phrase w"..thin a longer dentence. to indicate a "meshing

space;
eliding or not eliding dares, (e.g., "1980-1982" or "1980-82"): and
use of a hyphen to relate more closely two wads that could just as well be separated

(e.g., publem-solvingi probkm solving; hee-formAree fonn)4

NOTE But see Chicago *Compound Words." 624-31.

hine 1992 VI-33 MC Proms** Mensal
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In these more "optimal" areas, whew either form used is "canect." the Facility editors
should not intrude thek weimences, but should p with whatever the author or
Clearinghouse abstractor wrote. as long as consistency is maintained within a given
abstract. As with numbers and capitalization, pinictuation matters have little or no effect
on camputetized retrieval.

22. Capitalization

There are commonly accepted capitalization rules that should be adhered to. e.g.:

months of the year are capitalized;
seasons of the year are not capitalized;
names of specific entities are capitalized (Valium drug, Helvetica type. Dental Students

Attitudes' Test, Project OSIRIS); and
"west coast" is not capitalized.

The GPO Style Manmal and the Chicago Manual of Style awe on most of the rules for
capitalization. but there are significant differences'. When standard ndes of capitalization
(as contained in either ci the two pincipal autimities used by ERIC) are violated. the
Facility editors should conect the error. CaOtalization practices that can be supported by
either authority should be permitted to stand.

NOTE: ERIC lower cases all articles, conjunctions, and prepositions in a title (unless they are the first or
last word of the title), in accordance with Chicago 7.123). whereas GPO (3.52) capitalizes
4-character prepositions (such as "with").

ERIC Proemial; Maraud V1-34
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POSTSCRIPT

The following quotations wen assembled by Robert Co Main and appear at various places in bis book

Abstracts and Abstracting Services. They are repeated hem, with attribution far the insight they ean isovide int0
the ast of abstracting.

Since no one has ever defined a good abstract, the
future of abstracting, professional or amateur.
seems assured.

...L. Vanby

Abstracts provide the capability to concentrate
within a single publication knowledge that is
recorded in a multitude of research papers and
technical reports.

...Irving M. Klempner

Abstracts rarely give the exact information the
reader wants to know.

...Marian P. Anderson

Abstracts were, of course, strongly opposed by
those who felt that if God had inknded them to
publish abstracts they would not have patNished
full papers in the first place.

...Derek de Solla Price

The abstract was described as a method devised
several centuries ago to cope with excessive
publication. It is no longer able to cope...

-Mary L. Tompkins

The automatic abstracts derivable by present
techniques require human editing to achieve
adequate communkability.

...System Development Corporation

The production of an abstract Journal
seems to be a continuing fight against error.

...Charles L. Bernier
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INDEXING

SUMMARY OF SIGNIFICANT RULES

1. Descriptors used in the indexing piocess must be in the structmed vocabulay of the Thesaurus of ERIC
Dexr0tors. Proposed Descriptors are entered in the Identifier field until approved and implematted in the
Thesaurus. (See Seedon VIII, Part I, for tackling tams to the Thesaurus.)

2. The klentifier field, in adffition to its use for proposed Desciptors is used to index the names of specific
entities, aril as projects, pieces of legislation, persons, Oaces, organimtions, tests, groups, and items of
equipment Identifiers must either be bi the Identifier Authority List (1AL) or conform to the precedents
(format rules) of the 1AL (See Section VIII, Part 2, for rules for new Identifiers).

3. "Maja" subject matters of the document., whether indexed as Descriptors a Identifiers, must be preceded
by an asterisk (') to distinuish them from less substantial subject matters or "minor" tams. The following
kinds of tams sluauld be avoided as major. where possible:

(a) Educational level, age level, methodology, publicatimidoctunent type, or population tams, unless they
are the subiect of the document.

(b) Multiple terms beginning with the same wad, thereby causing unnecessary repetitive access in the
printed indexes.

(c) Broad terms that lack discrimination (see list in Figure VII-10) and that otherwise might be too
heavily posted in a single printed index.

4. At least one (1) major Descriata must be assigned to every document in the database. No more than
5 major Descriptors and 2 maior Identifiers, or 6 maim Descriptors anct 1 mtics Identifier, are allowed.

5. The total number of assigned Descriptors per document may not exceed 700 characters, including
punctudion and spaces (about 30 terms). The field size for Idatifias is 500 chatacters (fewer than
20 terms). The average number of index tams actually experienced for R1E accessions (ED numbers) is
twelve (12). The average actually experienced for CUE accessions (El numbers) is ten (10). (RlE
documents are usually larger than CUE articles, and larger items usually need more index terms.)

6. Index in depth. or exhaustively, all &ignificant concepts covered in the document

7. Index to the level of specificity of the subject matter covered by the document Do not index "up" to higher
generic levels than the document actually deals with. Also, do not overindex *down" to every sub-element
mentioned in the document.

8. Index the document and exposition in hand; avoid indexing implications, possible uses, and other aspects
referred to, but not actually dealt with.

9. Index on the basis of the entire document, not just a part such as the "Introduction" or "Conclusions."

'"Docnment" is used here to refer to both documents and journal articles. both of whose bibliographic citations comprise
the ERIC database.
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loam& Few dociuneaus do not need an educational level Descriptor. To avoid overlooking this
zequiremeit, Wenn should acquhe die habit of hidexing educaticmal level first, before any other indexing

is done. (See Figure VU4 for the 14 130403/ "ethicational level" Description.)

11. Instills as posak, index terms should embody the other data ekmaits (tide, abstractimmotation, etc.) of

a citatkin. This helps to justify the assigned tenns mid provides reassurance to the user. However, Lk
:11

!

nat. By using a ccanrolled vocabulary far its indexes and the author's language kir its abstracts, ERIC

provides maximum flexinlity and accessthility in sauchhig and ietrieval.

12. Index terms are written with initial capital letters (except for actonyms). Except when used as the initial

word, articles and connectives (pepositions and conjunctions) ale not capitalized in a Descriptor.
Exceptions to this rule occur in email Identifiers, e.g., "Graduate enter (see Figure VH-11).

13. Index terms are written without punctuation or special characters, with the sole exception being parentheses

(to enclose a qualifier).

14. Overindexing and underinchming both should be avoided. The excessive use of terms beginning with the

same word can lead to overindexing, as co the =restrained listing of every minuscule concept contained

in a smaller document Underindexing usually results from failure to assume the searcher's point of view.

15. When indexing cross-scope chocuments, indexess should consult the ERIC Indexing Handbook
(Clearinghouse Indexing Practices) (Appendix C) for the "in-house indexing rules* of the other
Clearinghouses, mid the ERIC Clearinghouse Scope of Interest Guide (Appendix A) which lists other
Ckaringhouses' most frequently used Descriphxs.

16. Indexers should always tty to pia themselves in the place of the user or searcher by asking two questions:

Can the specific toric(s) covered by the document be retrieved by my assigned index tams? Would I be

satisfied to retrieve the document in a seatch using my assigned terms (especially, my assigned major

terms)?

IL- _12
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VII. INDEXING

A. Introduction

Any collectitm of books, &tides, reprats, or other reconled information, is of value onlywhen the items in the collection are accessible and am be resrieved. The putpose of indexing isto be at4e X, locate items in a collection according to the charactenics of those items. Access
points may be virtually any ci the fields of data recanted for the items, e.g.:

personal author:
6de;
report number,
contract/giant number.
corporate source;

language;
accemion timber,
subject
target audience;
publication type.

The creation of the various non-subject data elesnents is usually called "Desaiptive
Cataloging": the creation of the subject-oriented data elements is usually called "Subject Indexing.*
This section is concerned with the linter activity, i.e., ettablkshinfi accee by subiect maM. The
"indexing" of non-subject data is dismissed in Section V. "Cataloging."

The ERIC Technical Steering Committee's 1989 ERIC Indexing Handbook
(Clearinghouse Indexing Practices). containing summaries of in-house, seope-sPecific indexingpractices (ERIC Clearinghouse-by-ERIC Clearinghouse), as well as a general list of important
indexing reminders, has been included in the ERIC Processing Manual (EPM) as Appen4ix C.

B. Subject Access

An indexer can establish subject access to the items in a collection in various ways:

assignment of conventional "Subject Hvadings." as can be found on library catalog
cards, e.g., "RUSSIAPOLITICS AND GOVERNMENTPOST-SOVIET ERA.1992-'

assignment of the item to a position (identified by number) in a classification
scheme, such as the Dewey Decimal Clascification or the Library of Congress
Classification. e.g., 510.78 or QA76.53.



identifogion of key words (as omosed to nivfial words) ro the tide (and perhaps
abstract) a the document.'

amignment of index tams from controlled lists of words and phrases,
cross-referenced to show synonymous, himarchical, or other pmposeful relatkerships
or characteristics; these terms am called variously lags," *descriptors,* "unit terms.°
etc.

Subject indexing in ERIC is ci the last type. The principal index terms me called
"Descriptors," and the techniques followed are gaiemlly those that have hem developed over the
years under the rubric "Coordinate Indexing." It is not the task of this section to discuss all types
of indexing. It is necessary, however, to povide some explanation of the nature a, and the
rationale behind, Coordinak Indexing.

C. Coordinate Indexing

1. General

Coordinate Indeting arose from the need to perform indexing in depth. The
report literati= that began to burgeon in the 1940s could not be mkquately chmacterized,
in terms useful for working scientists and tecimicians, via two m dote filmy subject
headings affixed to 3x5 catalog cards. Those miring with the report literature desired
rather to attach a term or tag to every significant concept in a report. This often involved
10-20 concepts. The possible combinations of these many concepts, if recorded in subject
heading form, would have been prohibitive.

The solution wilted at was to largely eliminate the relationships between
concepts and rely on unit concepts. The relationships me then picked up or re-constructed
by combining several terms in the search procedure. The assignment of index tams that
are meant to be put together or coordinated at the time a search is conducted is called
"Coordinate Indexing,* became the searcher must coordinate the index tams to arrive at
the desired rent

2. Searching a File That Has Been Coordinate Indexed

The entire :Oistification for the indexing process lies in the retrieval/searching
process. It is important, therefore, for the indexer to understand how searches me
conducted. It is a standard admonition to indexers for them to put themselves in the shoes
of the searcher.

1The word "docununt(sr is ined throughout this =lion to refer to both documents (ED-numbered ERIC accessions)
and journal articks (El-numbered ERIC accessinis). Documents are announced in tbe monthly abstract journal Resources in
Education (RIB). Journal articles sre announced in the monthly abstract journal Current Index to Journals in Education
(CUE).



The strategy used in searching in a coordinate indexing system is generally based
on set them and Boolean" logic. Drawn below is a Venn** diaram consisting of
three overlaging circles, labeled A, B, and C. The areas of overlap of two circles are
labeled D, E, and F. TheovulapofalldireelscalledG.

Let us suppose:

Circle A represents the documents in the ERIC collection indexed by the
Descriptor TEACHING METHODS.

Circle B represents the documents indexed by the Descriptor SCIENCES.

Circle C reptesents the documents indexed by the Descriptor
DISADVANTAGED.

The areas of overlap (D. E. and F) represent those documents indexed by two of the
Descriptors. Area G represents those indexed by all three Descriptors.

In pluasing a search question requesting material on methods of teaching science
to the disadvantaged, the searcher might specify those documents indexed by both the
terms TEACHING METHODS and DISADVANTAGED, i.e.. those documents in
Areas D and G.

Or the searcher might ask for documents indexed by TEACHING METHODS
and either DISADVANTAGED or SCIENCES. This would be those documents in
Areas D, E, and G. If the searcher deeided to look at documents indexed by
TEACHING METHODS and SCIENCES, but not in the area of the DISADVANTAGED,
this would be those in both A and B. but not in C. resulting in Area E only, excluding
area G.

A search for items indexed by all three of the terms (TEACHING METHODS
and DISADVANTAGED and SCIENCES) would be restricted to Area G.

" See Glossary for definitions.



All combinations above are specified using the Boolean logical operators AND,
OR, NOT.

AND indictees those things common to two or mom group&

OR indicates those things in two or more gmups, whether or not in
common.

NOT indkates; those things not in a particular group or groups.

As can be men, searching in this way quickly gets complicated and requires
special assisting devices such as "douNe-dictionaries" or computers to help make the
coordinations. Manual searching cut conveniently coordinate only two tenns.

3. Terminology in Coordinate Indexing

In discussing Coordinate Indexing, it is important to have available the standard
terminology that has devekved.

a. Pre-Coordinated Term

This is a concept that is prevalent enough in a given system to warrant
representation by a single unique term rather than by terms representing its
several components. For example, the ERIC system contains both the single
terms TEACHERS and ATITTUDES. The concept "Teacher Mtitudes" coukl
be represented by the assignment of these two separate nrms. However, this
concept appears frequently enough and is searched frequeraly enough to watrant
pm-coordinating the terms (that is, at indexing time, pier to watching) into the
single ustlul index access point TEACHER ATTITUDES. The ERIC system
pre-coordinates terms both on the basis of utility, as indicated above, and in
ceder to have maximally useful tams appearing in its printed indexes, which are
manually searched.

(Note that a complex concept, represented by a multiwoni
pre-coordinated term, can still itself be post-coordinated at starch time to form
an even we complex concept, e.g., INSERVICE TEACHER EDUCATION
COMPUTER ASSISTED INSTRUCTION.)

b. Post-Coordination

This refers to the action. after (or post) the indexing process, of
coordinating two or Inca terms to make up the desired concept. For =ample,
rather than develop the distinct concep "Italian Speakers" or "Italian Spealdng"
into a single pre-coordinated term, it might be decided to rely on
post-coordination of the two separate terms ITALIAN and NATIVE SPEAKERS.

ERIC Precessiag Maned VII-4 Jame 1992



c. Posting

Posting means to =ord. A document accession munber co be
'posted' to a list a similar numbers that have all been indexed by the same
tt in. An index term can, in turn, be "posaed" along with other such tarns, to
a document zeconl. The first usage is the most common; the accessicm numbers
are sanetimes referred to as "postings."

d. False Drops

In a coordinate indexing system, the terms assigned to a document car
often go togetha in ways they am not meant to. A retrieval based on such an
unintended coordination is called elate drop." For example, a document could

be indexed by the tenns ACTIVISM, STUDENTS, and TEACHERS. The
document dealt with 'student activism,* but a search aimed at "teacher activinn"
might retrieve it as efalse &op."

e. Reda and Links

system.
These devices to improve retrieval results are not used in the ERIC

"Roles' refer to additional information attached to index terms to
designate the ftmctional sense in which they are used. For
example, an exua tag could be added to terms to identify those
that refer to ekments of the curriculum (as distinct, say, from
areas of research).

"Links' refer to methods of indicating which Descriptors assigned
to a document may legitimately be coordinated. Descriptms from
the same area of the document rue given some similar additional
tag. The process is very like the standard library practice of
'analyzing out' selected distinct sections of a larger work, treating
them as if they were documents in themselves.

D. Indexing for ERICPurpose ami Approach

The purpose of indexing for ERIC is to provide subject access to the documents
announced in RIE and to the articles announced in CUE. The indexer, or abstractor/indexer.
examines the document, chooses the concepts to be indexed, and translates these conceptsinto the
indexing terminology of the system. In the ERIC system, a modified cocedinate indexing approach
is used and the controlled vocabulary or atahceity list containing the index terms that may be used
is the Thesaurus ef ERIC Descriptors. The Thesaurus lists a 1 terms that can be used by the
indexer, together with a display of terms that are Broader, Nanower. or Related to the given tenn.
Cross-references are made from Synonyms, or other terms not to be used, to authorized index
term s.

A detailed description of the role and function of the Thesaurus, and a bibliography of
closely related lexicographic materials, are usually included in the published edition of the

Thesaurus.



E. ERIC's Modified Coordinate Approach

An indexer in the ERIC system must have two distinct objectives:

In-depth extraction of a!l si&ficsn concevts in the document so that the
machine-readabk database will be numipulatable by these tags and warden using
compliers can therefore access them;

Selective identification of the mimosa in the document for use in preparing
printed indexes to RlE and CUE, and for subsequent manual searching (as well as
computer seardg).

The in-depdi indexing may safely use vktually any term in the authority list (although the
use of some very broad, sink-woad ccuwepts can be suspect). The selective indexing fix the
berm& of the printed index, on the other hand, must keep in mkid that manual seardiing is limited
in its ability to coordinate several terms. Therefore, the terms selecnxi to reiresent the major
concepts of the document should in general be at a level fi specificity that will be useful to the
user. For example, use of the specific single term BIOCHEMISTRY would be preferable to use
of the two broad terms BIOLOGICAL SCIENCES and CHEMISTRY, and would save the manual
user cmisiderable work. The selective indexing is also limited in the number of team that it can
assign due to physical and economic limits on the size of the printed indexes, thereby also arguing
kr care in finding the specific, perhaps pre-coordinated, term, rather than several less well-targeted
terms.

Nature of the Educational Literature

Virtually anything can be taught. The field of education, therefore, comprises many
subjects and is often dependad on or derived from work that is basically in other disciplines. The
literature of education takes many forms. ERIC deals with all significant educational documents
regardless of format, e.g.:

research reports;
journal articles;
speeches;
papers presented at meetings;
state-of-the-art surveys;
statistical compilations;

teacher guides;
reviews;
government hearings and legislation;
curriculum materials;
biNiographies;
newsletters, etc.

The methods of inquiry used in these various fcanats range from the empirical to the
philosophically discursive. What controls selection (see Section 111) is overall quality and the
judgment as to whether the item would be of interest and value to others.



INDEXING

The literature collected, announced, and indexed by ERIC exhilits perhaps more
variability that that of any other information system. A laboratory study on dm nature of
long-term memory, or a dissertatkm on the educational philosophy of John Dewey, may be
announced on the sane page as a guide to kindagarten teachers on using finger paints. The
literature of education is multifaceted in nearly every sense:

its uvic.%
its approaches and method
its fonnats;
the users for whim the literature is intended.

G. Educational Community User Groups

The useis of any information system may be divided into two main mum

1. Inttrnal Users of the System
(infotmation specialists, filysians, document processors, etc., employed by components

of the system)

The "internal" users tap the ERIC file in response to a variety of needs:

telephone and correspondence inquiries;

searching and preparing bibliographies for clients;

preparing information analysis products (IAPs) aid other publications.

Werking in baskally the sane environment as the indexers, it is telatively easy

fcr the internal use's of the system to provide feedback to the indexers (at their own
Clearinghouse and at others also) as to access points that are needed and that the indexer

should provide whenever relevant. It is common within the ERIC system for etwh
Clearinghouse to have its particular Indexing rules" and lists of "most frequently used
index terms,' which the indexer makes use el specifically to meet internal information

needs. (See ERIC Indexing Handbook (Clearinghouse Indexing Practices) [Appal& C),
which provides the in-house rules, and ERIC Clearinghouse Soope of Interest Guide
[Appendix A). which lists the Clearinghouses' most frequently used Descriptens.)

2. External Users of the System
(teachers. scholars, researchers, lay people, etc., in the field)

The "external" users are a heterogeneous group ranging across a broad spectrum

from:

the generalist to the specialist;

the trained member of the educational community to the otrained lay
public;

the sophisticated basic researcher to the applied sector occupied by
administraton, teathers, legislators, etc.



Indexers must keep k mind these various groups and not dna their indexing
solely toward one class or level of user. BRIC indexing must satisfy the needs of all of
the above, striking a balance between overindexing. which can =ate "red-herrings" for
searchers, and maletindeskg, which can effectIvely hide a document from potattial users.

Feedback from external users to kdexas is often difficult to obtain, but can be
extremely valuable as an indicator both of access poiss needed by the field mid new
index terms that should be added to the Thesaurus.

H. Indexing Tools

These are several publications that are either necessary or very helpful for the indexer to
consult during the indexing premier

1. Thesaurus of ERIC Descriptors

All Descriptors used by an indexer or searcher must be in the Thesaurus o f ERIC
Descriptors. The Thesaurus is the major reference used in translating educational subject
matter into tenninokigy acceptable by the system. It contains awroximately 10,000
vocabulary terms, of which approximately 5,600 are main-entry Descriptas and 4,400 are
non-indexable Use 'darn= and "dead" terms.

The Thesaurus is an authority list that povides centred over the in&xing
vocabulary and helps to ensure consistent use of terms throughout the system. The
Thesaurus lists all terms that have been formally accepted by the system. Terms that are
not completely self-evident are provided with &fmitions/Scope Notls. Cross-references
are made from Use references or synonyms (tams not to he used in indexing) to the
approved word forms. Most main terms carry class membership (generic relationships)
information in the form of tams that are "Broader and NMI:Me tO the given term.
Other types ct relationships are noted via the display of "Related* terms.

The Thesaurus brings to the enemies et the indexer those terms that might be
employed in making a search for a document, and it brings to the attention of the searcher
those terms that migit have been employed by the indexer in &sailing documents
pertinent to the searcher's question. The structured nature of the vocabulary is intended
to guide both sets of users towards similar conclusions and actkons. A thorough
knowledge of and familiarity with the Thesaurus is required of all indexers.

The data presented in the Thesaurus are available in four formats, each providing
the indexer with a different way of entering the Thesaurus and moving through it to find
the exact terms to use in indexing.

The AlPhahedcal Display przsents all terms, including Synonyms, arranged
alphabetically, together with defmitions and complete cross-reference
structures. Postings counts and aki dates are included. This complete
context makes it essential that this display be consulted by indexers before
a fmal decision is made to use any particular Descriptor.
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The EssteLwai provides a permuted alphabetical index to all words
that form Desataors in the Thesaurus (Sytionyins included). In aher
words, PASS FAIL GRADING appears under PASS, underFAIL, mut unda
GRADIM. This display is useful in detennining all usages of a pankular
wotd in the Thesaurus, without aspect to its posidon it a phrase ca.
mukiword Descriptor. It Weds to group related tams that may cdten be
separated in the main Alphabetical Display, thus aiding hidexers in
paforming a mat complete serm* of the Thesaurus, saudi analysts in
translating their inquiry into the language of the system, and subject analysts

in structuring new Descriptom.

The l&mchkataide presents sets ci generic tree struchues showing, for

every tam in the Thesaurus, the trail a narrower terms below it aml
broader terms above it, eadi carried to the farthest extreme. Subordination
(or class membership) is indicated via indentions, as in the partial tree
shown below:

ET
A :LANGUAGES

rus POMM! "AMERICAN INDIAN LANGUAGES
.ATHAPASCAN LANGUAGES
..APACHE

NT NAVAJO

*American Indian Languages" has above it the Broader Term "Languages*
and immediately narrower to it the tenn "Athapascan Languages." *Apache
and 'Navajo" are in turn both Narrower Terms to *Athapascan Languages:.

The Hieramhical Display can be useful to the indexer in finding the most
appropriate level of specificity to which to index a document.

The Descriptor Group Discdav arranges each of the Descriptors in the
Thesaurus into me (and only one) of several broad categories,
e.g., "Equiprnent." The display showseach of these categories together with
alphabetic arrays of the terms that have been assigned to each. The display
is provided for browsing mid rapid scanning of large numbers of Descriptcal
that may be of interest within a broad ama. It is meant to provide
suggestions and to be of general assistance to those using the Thesaurusfor
indexing, searching, and the structuring of new Descriptors. It is not a
formal classification scheme. Each Group is defined by a Scope Note and

is represented by a code number.

2. Ideatifier Authority List (IAL)

Identifiers are semi-controlled vocabulary terms used to supplement Descriptor
indexing. They are usually proper names of specific entities, including organizations,
projects, person s. items of equipment, geographic locations, legislation, groups of people,

literary or artistic works, etc. Their nearly infinite numbers and frequently transient
tendencies usually make them unsuitable for Thesaurus consithration.



Identifiers also may be generic concepts, either new to education or with
accumulating usages in the database, that have yet to be approved as Thesaurus
Desaiptas. All amdidate Descripkirs, awaiting entry to the Thesaurus, tuv indexed as
Identifiers.

Approximately 50,000 authorized Identifiers, edited for format and infonnatkinal
content, are listed in the ERIC Identffier Anthority List (IAL) or its cumulative
supplement. (ERIC Identifiers that am in the database, but not hi the IAL, await
evaluation and IAL consideration, conective activities occurring as resources permit.)

Indexers use IAL Identifiers to provide additional/supplemental indexing
specificity that is not always possible with Descripton alone. Searchers, in nun, find the
diverse terminology of the IAL helpful for fine-tuning their search strategies.

In addition to the normal word order position, inverted formats and other possille
variations should be checked before creating a new Identifier for ME or CUE. If a tam
is not found in the IAL, the indexer should observe the precedents of the IAL, and the
guicklines and standards fra. establishing Identifier name forms found in Section VIII,
Part 2. New Identifiers should use the author's language provided that it conforms to the
LAL precedents and gukielines.

The IAL is arranged in two displays:

The main Agl figagtOmja lists all authorized ERIC Identifiers, together
with Scope Notes, Use/UF cross-references, postings counts, and codes
identifying the baud category to which a tam below. This compkte
context makes it essadial that this display be consulted by indexers before
a final decision is made to use any particular Identifier.

The supplementary Category DisAy lists all IAL Identifiers under the
following 20 broad headings:

Crafeeences/Meminp
Cnniadent Amas
Equipment (including compare

Piellratus)
Facies
Geographic Locations
Gimps (athak)
Groups (occupations)

°mix (other)
Heshh-Related

PsYcholullY)

Historical/Special Events
LanguagesAln,guistics
Laws/Legislation
Metbodaineories
Afamellaneous
Organizationatinstitutions
Personal Names
Projects/Programs
Science & Technology
Tests/Teating
Titles (Merely and artiatk)

3. ERIC on CD-ROM, ERIC Online, and/or the Printed Indexes of
Resources in Education and Current Index to Journals in Education

CD-ROM or online searches of the ERIC database. or, if those options are
unavailable, looking through prior issues of the RIE and CUE announcement journals
themselves, can be useful:



in determining how puticular tams have been used in the past, i.e., what
kinds of documents they have been applied to:

in determining how documents in a particular series and/or on the same
subject have been indexed in the past.

If available, CD-ROM or online searches are additionally useful:

in determining die most recent postings of a lean, whether they were in ME
or CUE, and whether they wete major or minor;

in determining whether two or more terms have been used togetherwith any
fragrancy to index the same kinds of documents.

It is helpful to users if documents in the same series are given a consistent
indexing treatment and can be relied on to be retrievable via the same terms if they -cal
with the same subject.

4. ERIC Indexing Handbook (Clearinghouse Indexing Practices) (El% Appendix C)

This handbook, originally prepared by the ERIC Technical Steering Committee
and released in May 1989 as a sumlement to the EPM Section VU 'Indexing," has
been tmdatd and is now included in the EPM as a Appendix C. It contains summaries

of the in-house, scope-specific indexing practices, ERIC Clearinghouse-by-ERIC
Clearinghouse, prepared by the indexing Orilla each of those Clearinghouses. Inevitably

some documats overlap between and among Clearinghouses. Often the Clearinghouse
doing the processing of such documents can gain insight as to how the other
Clearinghouse(s) would have indexed de document had it been assigned to them. The

purpose of the Handbook is to provide guidance concerning the indexing idiosyncracies
of the Clearinghouses, for use in cross-scope-area indexing (and searching).

The Handbook also contains a summaty of important ERIC indexing reminders,
based on comments and discussions at ERIC technial meetings the summary has been
used as a handaut at several indexing seminars and database user meetings to highlight
what ERIC indexing is, that is, wha it consists of and what it seeks to accomplish.

For cross-scope-area indexing, the Handbook is used in conjunction with the
ERIC Clearinghouse Scope of Interest Guide.

5. ERIC Clearinghouse Scope of Interest Guide (EPM Appendix A)

This guide provides a complete description of each Clearinghouse's area of

coverage. It also presents lists, or mini-thesauri, of those Descriptors most frequently
used by each Clearinghouse.

Examination of this tool and the ERIC Indexing Handbook can prevent a narrow
or parochial indexing approach and con lead to indexing frtnn several potentially useful
viewpoints, rather than just that of the particular Clearinghouse in possession of a cross-
scope-area doctunent.



6. ERIC Abstractor/Indexer Workbook (ED 287 614)

This workluxik, like the Indaing Handbook, is anothea product of the ERIC
Technical Steak's Committee. Odginally pepmed in 1978, it was revised in 1981 to be
compstble with various ERIC Processing Manual changes, including new mixed
"hifonnativetimicative abstracting niles and changes in indexing necessitated by the
completely revised 1980 ERIC Thesaurus.

Although requiring periodic updating, the workbook is a vahrable training device
for ERIC abstractorfmdmers, especially those who are new to the system. With a current
Thesaurus and IAL in hand, it is a relatively simple matter to update the indexing
examples as one goes through the workbook exercises.

7. Other Reference Sources

Dictionaries, encyclopedias, glossaries, handbooks, and major textbooks can all
aid the indexer in translating the language of a given document into usable index terms.
The jargon of specialized fields must be avoided in inkiing in favor of terms more
widely and authoritatively accepted Tams having different meanings in differeat fields
must not be confused with one mother.

Reference works of panicular value in researching Descriptors are listed in the
bibliography in Section VECE, Part 1, item C.1.e.(3), "Amearance in Other Thesauri.*
Reference works of particular value in =aching various kinds of Identifiers are listed
in Section VIII, Part 2, in the separate descriptions of the Identifier categorhes (geographic
locations, Fojectiprograms, tests/testing, etc.)

Another ERIC product that can be useful in indexing is the collection of
cumulative RIE indexes on micivfiche published annually by the ERIC Document
ReFoduction Service (EDRS). Included ace separate indexes kr subject, author,
institution, title, Descriptors, and Identifiers, each from the beginning of ERIC tluough the
most recent full year. The Descriptor and Identifier Indexes are in effect usage repeats
of Descriptors and Identifiers in the R1E, portion of the database. Descriptors and
ldentifien ace listed alphabetically in separate reports, with accession numbers (identified
as major or minor) and numbers for major, minor, and total usages provided under each
entry.

Clearinghouses should keep records of their specific in-house indexing decisions
for future reference by their own indexing staffs, as well as other ERIC indexers via
documentation in the ERIC Indexing Handbook (Clearinghouse Indexing Practices)
[Appendix Cl.

I. Indexing Process

1. General

Indexing begins with the examination of the document. Both indexing and
abstiacting for the ERIC system should be based on the entire document. Nevertheless,
experienced indexers know that certain sections of documetts yield useful inkemidion
more readily than others. Knowing where to look and to concentrate one's attention can
be important to capturing the essence at a document in the allotted time.
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Index the document in hand, not the documem the miter mggillk, to have
written or keask to write the nut time. Do not confuse speculation, or refermis so

implications and possibilities, with real content.

The indexer should attempt to capture all significant concepts treated in the

document. This is called indexing jgAggi, ar sagglin indexing. The indexer should
index concepts at the Fmk/specific level actually covered by the document, i.e., index

as generically as necessary, but as specifically as possible. Far example, if the document

means itself solely with the Navikto languato, index to NAVAJO; do not index kk the

'higher" or more general levels LANWAGES or AlksERWAN INDIAN LANGUAGES.

Consistency is invariant in indexing, both among more than one intim or within the
performance of a single indexer (self-ccosistency). Such consistency, however, is difficult

to attain. Indexers should alwayx

proceed by ink, rather than by subjective decision;

be aware that specific entities (such as geographic locations, project names,

test names, imividuals, etc.) though not in the Thesaurus are, nevenheless,
indexable via the Identifier field.

A full discussion of the different types of Identifien and how to structure such

terms is provided in Section VIII, Part 2.

All concepts selected as significant in the document mustbe ounslated into either

existing Descriptors or =Win or propc...ed Identifiers. Use the Thesaurus or IAL to do
this. kkaga pioceed on the basis el memory. A minor discrepancy in the spelling or
ending cd' a Descriptor will lead to its later rejection by the ERIC software as invalid. For

examplr.

ACCEPTABLE: AMERICAN INDIAN LANGUAGES

INVALID: AMERICAN INDIAN LANGUAGE

The same type of minor difference in an Identifier will not cause it to be rejected, but will

lead to "scattering? (Scattaing occurs when multiple vexsions of the same bask term

appear on the file and in the indexes.) Scattering causes pmblems during retrieval and

must be minimized. For example. if a searcher wanted to find instances where the

UNIVERSITY OF CALIFORNIA LOS ANGELES was the subject of a document, all
possible variations of that term that indexers might have employed would have to be
searched, if die file contained a lot of "scaner: e.g.:

CALIFORNIA UNIVERSITY (LOS ANGELES)
CALIFORNIA UNIVERSITY AT LOS ANGELES
CALIFORNIA, UNIVERSITY OF (LOS AMR vs)
UCLA
UNIVERSITY OF CALMORNIA (LOS ANGELES)
UNIVERSI1Y OF CALIFORNIA AT LOS ANGELES
UNIVERSITY OF CALIFORNIA IN LOS ANGELES
UNIVERSITY OF CALIEMNIA LOS ANGELES
UNIVERSITY OF CALIFORNIA, LOS ANGELES



An indexer must decide which concepts in a document are to be consklered
*MAJOR' and which liGNML!' This is done in order to =strict the size of the printed
subject indexes and is also useful later in machine mucking in those thstimces where
relevance is mate thiparend than recall. MAJOR cancqxs, whether expressed as
Descriptots or as Identifiers, must be asterisked (*). For examplc

ZIPS.AUMB-ning.
*FAMILY MANNING FAMILY PLANNING
*CONTRACEPTION CONTRACEPTION

The purpose of indexing is to make a document retrievable. At all times the
indexer should evaluate die concepts being selected in terms of a hypothetical searcher

Would a searcher after a particular concept be satisfied to retrieve this
document?

Would the sescher be disappointed at the amount of information the
document contahrd on the indexed concqx?

Indexing is often described as being both a science and an art It is scientific in that
experimaitation and practice over the years have derived good and consistent results. It
is an art, however, in that u long as ft is done by bun= beings it imam an expression
of the individual judgment of an indexer and is not subject to rigorous consistency am
exact results. The guidelthes that follow do not and cannot always involve hard and fast
rules. They provide indexers wkh a foundation and a philosophy, but only long
experience and practical judgment can develop an expert.

2. Examination of the Document
(Training or practice exercises, using actual ERIC documents, aie provided in the ERIC
Abstractorlindexer Workbook, ED 207 614.)

The experienced indexer is familiar with the information system (documents,
vocabulary, users, etc.) and, in the examination of documents, has learned to focus
attention efficiently in several ways, thereby pennitting perhaps as few as we or two
passes through the docunutsit for its evaluation and analysis. The inexperienced indexer,
on the other hand, typically requites several passes through the document and engages in
extensive paging back and fonh.

The indexer should first concentrate on building a basic frame of reference for
a given document:

the document's source (personal author, corporate author, and sponsoring
organization);

its publication date and timeliness;

its format and general organization;

its relationship to the entire system, and its potential audience.



The indexer should corm away from this kid step with a good idea ofwho did

it, when, why, for whom, who paid, why it was selected, who might be interested,

magnitude, ete.

The next step is to inventcry and analyze the physical and orgimizational content

of the document. Be aware that content varies greatly among chacuments.

Tide;

Abstract

Introduction/Preface/Foreword
(which may include historical and theoretical background);

Description of methodology, experimental design, objectives. materials used;

Work performed;

Discussion;

Results;

Illustrigive material
(graphs, charts, photogra0s, tables, diagrams);

Conclusions;

Summary;

Recommendations for further work;

References:

Appendixes;

Indexes.

With this information in hand, the indexer can then proceed to a more detailed

analysis of the document's subject content. This is usually done in a more selective
journalistic sequence. concentrating on those sections revealed by the inventory above to

be most information-barring. The indexer should attempt to verify his or her
interpretation of each section against following sections. For example, the Title should

be compared with the Abstract, the Abstract with the Summary, and sa on, until a clear,

verifiable, supportable picture of what the document is really about emerges.



The relationship between the kidexing pocess and the abstracting process should
be noted hat. The individual who abstracts a puticular document Inevitably absorbs
much informaion resealing that document This inkamation may be utilised ki the
indexing process. This is particularly easy if the abstractor and the indexer are one and
the same pence. Indexing terms may be noted marginally or mentally during abstracting
fa Isla use (by onesdf or When). If the abstractor and indexer me the same person,
then the leaming-about-the-document process twilled to palms the one function
overlaps with that [Nuked for the other fimction, thereby saving time ovaall. If the
absozacta mid indexer me separate individuals, then inevitably bah must go tlurnigh the
same learning process, resulting in less efficient staff utllizatimi.

Whether the abstract is ainhor-povided or writan or modified by an ERIC
abstiactor, it is a good kin to see that as many of the indexed concepts as possible also
appear in the other data elements desaibing die document, including the abstract This
provides the user wkh a reassuring explanadon as to why a partiadar index tam was
used. In cases what there is no apparent or obvious connection between an index tam
assigned and the rest of the documan description, the user is left punted as to whether
the item is reknit at his or her needs.

In&xas should note that the above advice refers to gazgaiLmsmaki. That
is, indexers should temember that an ainhor's actual language shadd be used in rui
abstract and nag clumged or *translated* to match ERIC Desaiptors and Identifiers.
Tbe abstract is reserved for the author's own words (the actual language of the document),
while Descripton and Idatifiers pnwkle the system's connolled access vocabulary.
Keeping both the language of the system god the language of the author gives the searcher
both controlled and free accas to the ERIC database.

3. Identification of hulexable Informed=
(See also klakaing Reminders° section of ERIC Indexing Handbook
(Clearinghouse Indaing Practices) [APpendix Cl.)

AmimartnigitAinclaikkawmatt_44 nia rule may Kamd obvious,
but it is easy to be tnwed into kulexing the implicsions, applications, polkaed usee,
fun= directions, etc., of some documents tether than their actual =WIC This is a pitfall
and should be avoided. For example, a bibliography of basic texts in adult education may
have been miginally compiled to suppat graduate study in adult education. Nevenheless,
GRADUATE STUDY is not the subject matter of the document, but only one of the many
possible applications. It should not be selected as an indexable concept.

Negative results can be as indexable as positive results, and as important to the
user. For example,a =search study may tend to disprove the hypothesis that participation
in planning the educational program increases the student's desire to do well academically.
The concept ACADEMIC ASPIRATION is &finitely indexabk insofaras it is one of the
primaiy ideas (in this case a "dependent vaiablea) that the tesearch is investigating.

The indexer must always keep in mind that it is concepts that are being indexed,
not metely the aahor's words in which the concept is agnessed. An author may choose
to use excessively exotic, obscure, specialized, mis-interpreted, colloquial, or otherwise
unacceptable language. Do not enane in mere 'word indulge." Isolate the concept and
mining behind the words and then choose the words the system has designated for the
concept. (Of course, imaar as it is possible to use the language and terminology of the
author and still observe this admonition, then the best of both worlds is served.)



For exam*, an atelier may use the term VOCATIONAL EDUCATION in

discussing training programs that attempt to make adults employable by providing them

with basic skills in =ding, writing, and aridmietic. The Thesauras of ERIC Descriptors

defines this term, however, in a way that is at variance with this author's umge, as

follows:

VOC477ONAL EDUCATION:

Formal preparation for semiskilled, skilled, technical, or paraprofessional

occupations usually below the baccalaureate degree.

Examination reveals that the concept the author is really discussing is represented in ERIC

by tiw Descriptor ADULT BASIC EDUCATION, which is defmed in the Thesaurus as

followit

ADULT BASIC EDUCATION:

Educadon provided for adults at the elementary level, usually with emphasis

on communicative, computational, and social skills.

As Qin be seen from the above, it should be kept in mind that authors do not necessarily

use words precisely and that it is up to the informatice system to impose its own

terminological order on a litemture that speaks from many different viewpoints.

Mere mattion of any concept within a document does not mean that it is

indexable information. U the concept was the reason for the document to be written, or,

if without the concept the document would not exist or would be altered significantly,

then the concept is indexable information. The indexer should assume the posture al a

skeptic who has to be convinced by goodevicknce of the appropriateness mid applicability

of any given concept.

To ens= comprehensive and uniform treatment ci documents, indexers should

always refer to a check list of indexable elements. The use of this check list will help

guarantee reasonable exhaustivity in indexing. Documents entering the ERIC system

usually contain the following elements of intimation, which are treated individually in

detail irmnediately following this list.

* Population Concepts

Educational (i.e., Grade/Academic) Level

Age Level
Other Characteristics, e.g., ethnicity, religion, etc.

4 6 5
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Actividea/Action Concepts; Method° logy/Matenals Concepts

Curriculum Concepts

Document Formaype

Identifiers

Target Audience

a. Population Concepts

Population concepts categorize and identify the group cc individual
studied by the &anent or unaided as the wen of the document (see also item
sf," Target Audience). Most important to ERIC users are terms identifying the
population's:

Educational (Grade/Academic) Level;
Age Level.

However, other categccies that may be applicable are:

Occupation;
Rxe or Nationality;
Religion:
Intelligence or Ability Level;
Physical or Emotional Characteristic%
Socioeconomic Characteristic%
Sex.

Educational Level mgi be indexed when appropriate (i.e., when dealt
with by documents or jotnnal articles). Age Level should be indexed for
modals =teemed strictly with age-level populations. Detailed instructions cm
use of these "Levelers" follow below. All other population concepts are treated
just as any other concepts, and their use is up to the discretion of the indexer.

Examples of some tenns in the Thesaurus that represent these various
population concepts follow:

Occuzation - e.g.,

ACCOUNTANTS
WOKS
COUNSELORS
LIBRAWANS
MEDICAL LABORATORY ASSISTANTS
OPTOMETRISTS
TEACKERS

Note: See also (a) list of Narrower- Terms under knn OCCUPATIONS, and (b) the
Descriptor Grow *OCCUPATIONS?

466
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hIsitgsEatt
AMERECAN INDIANS
ARABS
BLACKS
CHINIME AMERICANS
CUBANS
ESKIMOS
FILIPINO AMERICANS
HISPANIC AMBUCANS
INDIANS
ITALIAN AMERICANS

Religion - e.g.,

AMISH
CATHOLICS
CITRISTIANTIY
ISLAMIC CULTURE

IntelligencelAbility Level - e.g.,

ACADEMICALLY GIFTED
DEVELOPMENTAL DISABILITIES
HIGH ACHIEVEMENT
LEARNING DISABILITIES

JAPANESE AMERICANS
KOREAN AMERICANS
LATIN AMERXANS
MIDOCAN AMERICANS
MEXICANS
NORM AMERICANS
POLISH AMERICANS
PUERTO RICANS
SPANISH AMERICANS
WHITES

JEWS
JUDAISM
PROTESTANTS
PURITANS

ILLITERACY
MENTAL RETARDATION
SLOW LEARNERS
TALENT

Physical/Emotional Characteristics - e.g.,

AMPUTATIONS
BLINDNESS
DEAFNESS
DEAF BLIND
DOWNS SYNDROME
DRUG ADDICTION
EMOTIONAL DISTURBANCES
HOSTILITY

Socioeconomic Characteristics e.g..

ADOPTED CHILDREN
ADVANTAGED
CREW N AIS
DELINQUENCY
ECONOMICALLY DISADVANTAGED
EDUCATIONALLY DISADVANTAGED

Sex - e.g..

EMPLOYED WOMEN
FATHERS
FEM ALES

HYPERACTIVITY
MENTAL DISORDERS
NEUROLOGICAL IMPAIRMENTS
PARANOID BEHAVIOR
PERCEPTUAL HANDICAPS
PHYSICAL DISABILITIES
PSYCHOSIS
SCHIZOPHRENIA

FOSTER CHILDREN
MIGRANTS
NOMADS
PRISONERS
REFUG EES

MALES
MOTHERS
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INDEXING

(1) Educational (Grade/Academic) Level

Many Descriptors in the ERIC Thesaurus can be used to
identify the educational level being Waked or the educational level
toward which a document or article is diacted. (See Figure for
a relatively complete list.)

Any of the terms apparing in Figure V11-1 may be used to
index a document to the specific educational level with which it deals.
Because of the extreme import:we of this particular indexing to the
retrieval process, however, and because of the large number of terms
available to the indexer, a special attempt is made, with the following
guidelines, to reduce "scattering."

Fourteen (14) Woad Descriptors in this gmup have been
specially ickatified or defined as subsuming sevezal of the more specific
terms. These broad Descrigors and their definitions swear in
Figure V11-2. One ca mat of these special Descriptcas must *ways be
used to index educational level when the document deils with such
levels. To assure assigning of an eduational level Descriptor when
appropriate, indexers me encouraged to select the educational level tmi
first, before further indexing.

An erkicational level term of major or minor status should be
on every docianent except in cases of.

Documents where educational level is incidental and not specifically
treated.

Documents that apply to any or all educational levels equally.

The educational level term should be majored only when the
central focus of the document is on the subject of that educational level.
(See discussion of Major/Minor terms in Section V11.1.5.b.)

An occasional document will need to carry multiple educational
leveler& For example, a document on Catholic schools having
considerable statistical data far both K-12 schools and institutions of
higher education should be indexed by ELEMENTARY SECONDARY
EDUCATION and HIGHER EDUCATION. For the vast majority of
documents, however, it is appropriate to assign only one educational
leveler.

Note that there is a "broader-narrower" relationship between
some of the 14 broad level Descriptors (not ixirrecponding exactly to the
strict hierarchical relationships of the ERIC The sauna). T ne use of a
narrower term would, of course, obviate the need to also we its broader
term, and vice versa. For rAample, a document indexed by
11(ESCHOOL EDUCATION need not also be indexed by EARLY
CHILDHOOD EDUCATION. (See discussion on indexing specificity
in Section VII.1.5.a.)

II b

ERIC Promg Manual

1

June 1992



INDEXING

ADULT BASIC EDUCATION

ADULT EDUCATION

ADULT PROGRAMS

COLLEGE BOUND STUDENTS

COLLEGE CURRICULUM

COLLEGE FRESHMEN

COLLEGE GRADUATES

COLLEGE INSIRUCTION

COLLEGE PREPARATION

COLLEGE PROGRAMS

COLLEGE SENIORS

COLLEGE STUDENTS

COLLEGES

COMMUNITY COLLEGES

DOCTORAL PROGRAMS

EARLY CHILDHOOD EDUCATION

ELEMENTARY EDUCATION

ELEMENTARY SCHOOL CURRICULUM

ELEMENTARY SCHOOL STUDENTS

FT FMENTARY SCHOOLS

ELEMENTARY SECONDARY EDUCATION

EXTERNAL DEGREE PROGRAMS

GRADE 1

GRADE 2

GRADE 3

GRADE 4

GRADE 5

GRADE 6
GRADE 7

GRADE 8

GRADE 9

GRADE 10

GRADE 11

GRADE 12

GRADUATE STUDENTS

GRADUATE STUDY

HIGH SCHOOL EQUIVALENCY PROGRAMS

HIGH SCHOOL FRESHMEN

HIGH SCHOOL GRADUATES

HIGH SCHOOL SENIORS

HIGH SCHOOL STUDENTS

HIGH SCHOOLS

HIGIMR EDUCATION

INSERVICE EDUCATION

INTERMEDIATE GRADES

JUNIOR HIGH SCHOOL STUDENTS

JUNIOR HIGH SCHOOLS

KINDERGARTEN

KINDERGARTEN CHILDREN

MASTERS PROGRAMS

MIDDLE SCHOOLS (= Grades 4-9 or some

segment the=ot)

NONCOLLEGE BOUND STUDENTS

NURSERY SCHOOLS

POSTDOCTORAL EDUCATION

POSTSECONDARY EDUCATION

PRESCHOOL CHILDREN

PRESCHOOL CURRICULUM

PRESCHOOL EDUCATION

PRIMARY EDUCATION

PROFESSIONAL EDUCATION

SECONDARY EDUCATION

SECONDARY SCHOOL CURRICULUM

SECONDARY SCHOOL STUDENTS

SECONDARY SCHOOLS

SPECIAL DEGREE PROGRAMS

TWO YEAR COLLEGE STUDENTS

TWO YEAR COLLEGES

UNDERGRADUATE STUDENTS

UNDERGRADUATE STUDY

UNIVERSITIES

UPPER DIVISION COLLEGES

FIGURE EDUCATIONAL LEVEL DESCRIPTORS COMPLETE LIST

1-1 t)
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EARLY CHILDHOOD EDUCATION
Scope Nato: Activities and/or expesiences that ate intended to effect disvelopmental changes in children, foam bath thiough the
pinsary mats of element's), schod (grades K-3).

a PRESCHOOL EDUCATION
Scope Note: Activities and/or eaperiences that axe intended to effect developmental changes in childrm, firm birth to
=tram in kindeigarteu (or grade I when kindergarten is not wended).

PRIMARY EDUCATION
Scope Notz: Educatioa provided in kindergestas &lough grade 3.

ELEMENTARY SECONDARY EDUCATION
Scope Note: Formal education provided in kindergarten or grade 1 throsigh grade 12.

ELEMENTARY EDUCATION
Scope Note: Education provided in kindergarten or grade 1 throngh grade 6, 7, or 8.

es* ADULT BASIC EDUCATION
Scope Note: Education pnwided far whits at the elementary level (thmugh grade 8), usually with emphasis
cm communicative. comptstional, and social skills.

PRIMARY EDUCATION
Scope Note: (See above.)

see INTERMEDIATE GRADES
Save Note: Includes the middle andfor upper elementary grades, ben usually 4, 5, and 6.

SECONDARY EDUCATION
Scope Note: Education pnwided in grade 7, 8, or 9 through grade 12.

JUNIOR HIGH SCHOOLS
Sccve Note: Providing formal education in grades 7, 8, and 9 -- kiss commonly 7 and 8. or 8 and 9.

HIGH SCHOOLS (Changed from "Senior High Schools" in March 1980.)
Sage Note: Pnwiding fcnmal education in grades 9 or 10 thtough 12.

two HIGH SCHOOL EQUWALENCY PROGRAMS
Scope Note: Adult educstimal activities concerned with the proparation for and the taking of tests which
lead to a high school equivalency certificate. e.g., General Educational Development program.

POSTSECONDARY EDUCATION
Scope Note: Ali education beyond the secoodary level includes learning activities and experiences beyond the cempulsory
school amends= age, with the exception of adult basic education and high school equivalency programs. (Before APR75,
restricted to "education beyond grade 12 mid less than the baccalaureate level.")

HIGHER EDUCATION
Scope Note: All education beyond the secondary kvel leading to a formal degree.

TWO YEAR COLLEGES (Changed from "Junior Colleges" in March 1980.)
Scope Note: Public or private postsecondary instMaions providing at least 2. but less than 4. years of academic andfoi
occur t education.

FIGURE V11-2: MANDATORY "EDUCATIONAL LEVEL DESCRIPTORS

(Procedure impkwented February 1975)
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INDEXING

Other Descriptors, which may be similar in form and meaning
to any of the 14 broad level Descriptors, should not be used as
educational level Descriptors per se. They may, however, be used for
other indexing applications. For example:

Chronological age may often be used in determining the
educational level of a population group. For instance, if 5-9 year okls
represent the target population of a study, the indexer can assume
(unless the document or article describing *Iv study indicates otherwise)
that the educational level is "graocs K-3" or PRIMARY EDUCATION.

NOTE There are cases where grade and age level
correspondence would not hold true:

mentally handicapped persons whose
chronological ages and mental ages do not match.

gifted persons whose mental age is above their
normal age-grade placement.

persons of compulsory school age who have been
excused from attending school.

Hopefully, the educational level of these groups would be
specified in the document or article because the indexer could not
assume educationa) level strictly on the basis of age level. In most
instances, however, age level may be used to determine educational
level. (See conversion list displayed in Figure V11-3.)

Grade-level ranges may also, like age. be used to determine the
appropriate educational level Descriptor to use. (See Figure 1711-4.)

The indexer should not confuse the intermediate or middle
grades with the so-called "middle school level." The concept "middle
school" has never been standardized and should not be used as an
educational level term. Usually thought of as a replacement for the
junior high school level, the most commonly agreed-upon
"middle-school" grade-level ranges are:
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INDEXING

7-8 and
6-8,

but other possible ranges include:

4-7,
5-8,
6-9. and
7-9.

Thus, the Descriptor MIDDLE SCHOOLS should be used as an index
term only when the document cc arficle itself uses it, and only with m
apprordiate educational level Descriptor.

It is wcyth noting that the term ADULT EDUCATION was not
included in the list of broad educational level Descriptors precisely
because it does not discriminale this factor; it may overlap the
elementary (adult bask), secondary (high school equivalency), and
postsecondary levels. Documents on "lifelong" and/or "adult" education
(excluding the educational leveler ADULT BASIC EDUCATION) do
not necessarily require an educational level Descriptor. It is assumed
that such documents would be indexed by LLFELONG LEARNING,
ADULT EDUCATION, or a narrower tenn in the ADULT
EDUCATION hierarchy.

The following examples are intended to show some typical
situations that the indexer might face in indexing by educational level...

EXAMPLE 1:

A document on Enrollment Patterns at Prince George's Community College might be indexed:

DESCRIPTORS: ASSOCIATE DEGREES; *COMMUNITY COLLEGES:
ENROLLMENT, ENROLLMENT RATE; *ENROLLMENT TRENDS; TWO YEAR
COUEGES; *IVO YEAR COLLEGE STUDENTS; etc.

IDENTIFIERS: PRINCE GEORGES COMMUNITY COLLEGE MD; etc.

Priam George's Community College is a 2-year institution with terminal occupational and
bachelor's creditable progams. COMMUNITY COLLEGES should be included as a major
Descriptor because of its specificity, but accompanied by the leveling term TWO YEAR
COLLEGES as a minor enny.

EXAMPLE 2:

A document on Teaching Abow Africaocial Studies Activities for Seventh Graders might be
indexed:

DESCRIPTORS: *AFRICAN CULTURE; *GRADE 7; JUNIOR HIGH SCHOOLS;
*SOCIAL STUDIES; TEACHING METHODS: UNITS OF STUDY; etc.

IDENTIFIERS: *AFRICA; etc.
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INDEXING

The leveling tenn JUNIOR HIGH SCHOOLS is added as a minor Destripax compkmenting the
major and mon specific Descriptor GRADE 7. Although overlapping between the general
concepts et ELEMENTARY EDUCATION and SECONDARY EDUCATION, GRADE 7 (also
GRADE 8) would normally be used with JUNIOR HIGH SCHOOLS, unless such indexing
would mislead use's.

EXA/aLE 3:

An article on Evaluation of Arithmetic Units in Grades 3, 5, and 7 might be indexed

DESCRIPTORS: *ARITHMETIC; *CURRICULUM EVALUATION;
ELEMFNTARY EDUCATION; *ELEMENTARY SCHOOL MATHEMATICS;
GRADE 3; GRADE 5; GRADE 7; etc.

Although ELEMENTARY EDUCATION is included as the leveling term, ELEMENTARY
SCHOOL MATHEMATICS is astaisked (made Major) because of its specificity. The specific
grade terms are added as an indexing option; in this case, they are not asterisked, as the author
of the article indicates general ttansfaatility of his conclusions to arithmetic units in
grades 4 and 6.

EXAMPLE 4:

A document on Differential Diagnostic Evaluations of Aurally Disabled Children in Grades K-6,
With Emphasis on Kindergarten Children to Allow Major Corrective Measures Prior to Entry
into First Grade might be indexed:

DESCRIFTORS: AUDITORY EVALUATION; DIAGNOSTIC TESTS;
ELEMENTARY EDUCATION; *ELEMENTARY SCHOOL STUDENTS; *HEARING
IMPAIRMENTS; KINDERGARTEN CHILDREN; etc.

ELEMENTARY EDUCATION is the leveling term corresponding to grades K-6.
ELEMENTARY SCHOOL STUDENTS is starred (mak Major) because of its specificity.
KINDERGARTEN CHILDREN is included as a minor term because of 'die particular emphasis
at this level.

EXAMPLE 5:

An article on New Curricula for Preparing Educational AdministratorsProviding Leadership
for the 1990-1995 Public Schools might be indexed:

DESCRIPTORS: *ADMINISTRATOR EDUCATION; *CURRICULUM
DEVELOPMENT; *EDUCATIONAL ADMINISTRATION; EDUCATIONALNEEDS;
ELEMENTARY SECONDARY EDUCATION; HIGHER EDUCATION; PUBLIC
SCHOOLS; etc.

Two leveling terms, HIGHER EDUCATION and ELEMENTARY SECONDARY EDUCATION,
are used. The former covers the level of training discussed in the ,tmticle; the latter covers the
educational level of the ultimate target group.

EXAMPLE 6:

A document on Preparing Teachers, Students, and Citizens to Deal with the Problems and
Potentialities of the Aged might be indexed:

DESCRIPTORS: *GERONTOLOGY; POSTSECONDARY EDUCATION: etc.
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INDEXING

POSTSECONDARY EDUCATION sufficiently covers the educational level here.
MGM EDUCATION would not be indexed unless the document covesed training programs
leading to a fonnal degree. ADULT EDUCATION is too Wed and, therefore, Dot used-

Note the absence of the Descriptor OLDER ADULTS. The post-coordination of
OLDER ADULTS and POSTSECONDARY EDUCATION would most hirely be used for
ssbccmAy..., it which case, this document would be a false
dmp.

EXAMPLE 7:

A document on Establishirs a Language Laboratory to Teach English to Non-English Speaking,
Inner City Youth to Help to Overconw Linguistic and Cultural Handicaps might be indexed

DESCRIPTORS: *DISADVANTAGED YOUTH; *ENGLISH (SECOND
LANGUAGE); *LANGUAGE LABORATORIES; *NON ENGLISH SPEAKING;
SECOND LANGUAGE INSTRUCTION; etc.

Though designation of educational level !night be applicable in this case, none could be indexed
without further infonnation.

EXAMPLE 8:

An article on The Influence of Teachers on Religious Beliefs and Moral Values might be indexed:

DESCRIPTORS: EDUCATIONAL OBJECTI V ES ; *MOR AL V ALUES
*RELIGION: RELIGIOUS EDUCATION; TEACHER ATTITUDES; *TEACHER
INFLUENCE: *TEACHER STUDENT RELATIONSHIP: etc.

Educational level does not appear to be applicable in this case. The material appears to be open
to all levels.

EXAMPLE 9:

An article on Govermnent and Academia: The Federal Government' s Increasing Role in Higher
Education might be indexed

DESCRIPTORS: ACADEMIC FREEDOM; COMPLIANCE (LEGAL); *FEDERAL
REGULATION ; GOVERNMENT ROLE: *GO V ER NMENT SCHOOL
RELATIONSHIP.. *HIGHER EDUCATION; INSTITUTIONAL AUTONOMY: etc.

Here, unlike any of the preceding examples, the educational leveler is made a major Descriptor.
HIGHER EDUCATION, in considetation of other related Descriptors, provides adequate
precision in regard to this article's subject.

*See additional examples and reminders regarding the mandatory
education levelers under "Leveling" in the ERIC Indexing
Handbook (Clearinghouse Indexing Practices) [Appendix C].

June 1992 VII-27 ERIC Process* Manual



INDEXING

(3) Age Level

The fifteen (15) Descriptors listed in Figure VII-5 are mall to
index age level in the ERIC system. Each covens a specffic age range.
One or mac a these Descriptors sbadd be posted to ERIC dccuments
or journal articles concerned strictly with age-level groups or
populations. However, note that the use a specific tams th indexing
such as ADOFIED CHILDREN sad ADULT DROPOUT'S obviates the
need to also index generic age levelers such as CIL1LDREN and
ADULTS.

UnIgre educational levelers, lute-level Descriptor; are not to be
gagistAlgaggyL. Appropriate mtmdatory educational levelers
must always be considered first and be given precedence over age
levelers. For instance, a document properly indexed with EARLY
CHILDHOOD EDUCATION (mmadatory educational leveler) would not
usually cray the age leveler YOUNG CHILDREN, mums a subset of
the total population with which the ckicument is concerned falls outside
the scope of early childhood education. (In other words, the use of
YOUNG CHILDREN would be appropriate if a pmt of the subject
population is not adequately conveyed by the activities and experiences
with which early childhood echacation is normally concerned.)

YOUNG CHILDREN
Aged birth through 8 years.

CHILDREN
Aged birth through 12 years.

YOUNG OLD ADULTS
Aged 65 traough 75 years.

FIGURE "AGE LEVEL" DESCRIPTORS

f
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INDEXING

b. Action Concepts and Materials Concepts

Activkies or action concepts include such terms as:

Instruction
Testin;
Experitnant, etc.

Methodology and materials concepts include such tenns as

Language L.aboratories;
Objective Tests;
Filinships. etc.

Often a decisicsi must be made as to whether the document is about the activity,
about die materials, cs- about both. (In certain instances, the activity and the
methodology might be essentially the same.)

Fo example, if a document is about testing, making oily slight mention
of methods and specific tests, then it should be indexed by W.STING. However,
do not use TESTNG when rum precise Descriptors are available (MINIMUM
COMPETENCY TESTING, TESTING PROGRAMS, etc.).

If it is about the development or use of a specific kind of test
(i.e.. aptitude tests), then it should be indexed by APITIUDE TESTS, not by
TESTING.

If. however, the document is about testing, and various aptitude tests
were used, it should be indexed by TESTING (or a more precise "testing" term),
by APTITUDE TESTS. and by the names (Identifiers) of the specific aptitude
tests for which data and results were presented.

*See additional reminders under "Methodology" in the
ERIC Indexing Handbook (Clearinghouse Indexing
Practices) [Appendix C].

c. Curriculum Concepts

This refers to the educational subject or concept that is being
administered, taught, or measured. Examples are:

Arithmetic:
Histoty;
Learning Disabilities;
Reading;
Spatial Ability, etc.

Those concepts teliat are actively and substantially treated by the document are
indexable. Fcc ex-Impk, if a teaching method is used for arithmetic and this is
reported and described in detail, then the document should be indexed by
ARITHMETIC, along with terms describing the method, du: persons being
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taught, etc. However, if the doannent mentions that this method might also be

used for teaching music, but does not &scale this use of the method, then the
documan should not be indexed by MUSIC.

d. Document Formtrype

It is a valid inlexing concern to wish to wand and store the kformation
descritang whether a doctunent is a textbook, curriculum guide, dissertation, or
other well-known form. Use of such specific information can often aid retrieval.

For example, a search for textbooks on mathemadcs for aduks rabsdity would
not wish to maim documatts dealing with textbook writing. The forma can
be indexed by TEXMOOKS; the latter by TEXTBOOK PREPARATION.

Similarly, specific curriculum guides can be distinguished hum the act
of curriculum reparation by using the Descrirors CURRICULUM GUIDES and

CURRICULUM DEVELOPMENT, respectively. Not all situations can be
handled in this manner, and it may be necessary to rely on ccordinatkm of index

tams to distinguish concepts.

From ERIC's beginning in 1966 through mid-1974, the only way to
index by document/publication form or type was via Descriptors or Identifiers.
In mid-1974 the "Publication Type" data element was added to the ERIC Resume

FOITTI, and catalogers began routinely tagging each and every accession with a
code rem:seining its form (see Figure VII4).

With the incsption of this new cataloging element (which is machine
manipulable and can be scathed or made to print out with each resume). it
becomes necessary to cooidinate the assigrunent of the PUBTYPE code with the
assignment of Desctiptors that can represent form.

Many Descriptors can be used for tagging publication types. A fairly

comprehensive list appears in the cataloging rules pertaining to PUBTYPE and
is repeated here as Figure VB./. There are twenty-two (22) Descapsors that are

not used for this puipose. however, because such use would essentially duplicate
the coding of the PUBTYPE field. Each of these 22 tams carries the following

note in the Thesaurur. "CORRESPONDS TO PIJBTYPE CODE AMDO
NOT USE EXCEPT AS THE SUBJECT OF A DOCUMENT." These

22 Descriptors and their corresponding PUBTYPE codes are listed in

Figure VII-7.

All other Descriptors that represent form (e.g.. DIARIES) should

generally be used in indexing as minor Descriptors. Only when representing the
subject of the document in hand should they be used as major Descriptors.

*See additional examples and reminders under "Pubtype"
in the ERIC Indexing Handbook (Clearinghouse Indexing
Practices) [Appendix C].

'
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PUBLICATION/DOCUMENT
TYPES

010

020
021
022
030

040
041
042
043

050

051
052
055

060
070

071
072
073

090
100
101

102
110
120

130
131
132
133
134

140
141

142
143
150
160
170
171

BOOKS
COLLECTED WORKS
General
Conference Prootrecings
Serials
CREATIVE WORKS (litemlisre, Drama, Fme Ads)
DISSERTATIONS/THESES
Undetermined
Doctoral Dissertations
Masters Theses
Practicurn Pacers
GUIDES
General (use more specific code, if posssble)
Classroom Use

Instructional Materials (For Learner)
Teeding tlAdes (For Tandem)

Non-Glassman Use (For Adminicirative and Support
Staff, and for Teachers, Parents, Clergy, Research-
ers. Counselors, etc., in Non-Classroom Situreions)

HISTORICAL MATERALS
INFORMATION ANALYSES (State-of-the-Ad Pspers,
Rowan* Summaries, Reviews of Literate's on a

Topic)
--ERIC Information Analysis Products (lAPs)
Book/Procksct Reviews
--ERIC Digests (Selected) in Ful Text
JOURNAL ARTICLES
LEGALAEGISLATIVE/REGULATORY MATERIALS
AUDIOVISUAL/NONPRINT MATERIALS
--Computer Programs
---Machine-Reedable Data Files (MRDFs)
STATISTICAL DATA (Numerical, Quantitative, etc.)
VIEWPOINTS (Opinion Papers, Position Papers,
Essays, etc.)
REFERENCE MATERIALS
--General (use more specific code, il possible)
---Bographies/Annotated Bibliographies

-Directories/Catalogs
--Geographic MaserialsiMaps
---Vocabularies/Classifications/Dictionaries
REPORTS
General (use more specific code, it possible)
---Descripjve (i.e., Project Descriptions)
--Evaluative 'Feasibility
---Research/Technical
SPEECHES, CONFERENCE PAPERS
TESTS, EVALUATION INSTRUMENTS
TRANSLATIONS

lingual/Bilingual Materials

FIGURE VII-6:

PUBLICATION/DOCUMENT TYPES

DESCRIPTORS CORRESPOUDING
TO PUBLICATION rfFE

CATEGORIES

DESCRWTOR KAMM
COX

AUDIOVISUAL AIDS 100

BIBLIOGRAPHIES 131

BOOKS 010

COMPUTER SOFTWARE 101

CONFERENCE PAPERS 150

CONFEFENCE PROCEEDINGS 021

DICTIONARIES 134

DIRECTORIES 132

DOCTORAL DISSERTATIONS 041

GUIDES 050

MASTERS THESES 042

MULTILINGUAL MATERIALS 171

PRACTICUM PAPERS 043

REFERENCE MATERIALS 130

REPORTS 140

RESEARCH REPORTS 143

SERIALS 022

SPEECHES 150

STAI1ST1CAL DATA 110

TESTS 160

THESES 040

VOCABULARY 134

FIGURE VII-7:

DESCRIPTORS CORRESPONDING
TO PUBLICATION TYPE
CATEGORIES
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PUBLICATION TYPE

PUBTYPE CODE
tow

APPLICABLE

Haarinp
ffetorical Reviews)

Mistrations
Indexes
pniormation Analyses)
histuctional Materials
Intern 4ews
ham Banks

[Journal Artides)
Wouma
[Judicial Materials)

Kinescope Recordings

laboratory Manuals
Moorage Git Ades]
Large Type Materials
Leaders Guides
[lecture)
RAO AnalYsisl
Legislation
Lesson Plans
Letters (Correspondence)
[literature Guides)
Literature Reviews

P-abaYing Papers)

vnetio Tape Cassettes
Magnetic Tapas
Manuals]

Maps
Master Plans
[Iviaster Tapes (Aide))
*Mears Misses
Matrices
NOcroforms
Models

*Multilingual Materials
[Musical Materials)

Negotiation Agreements
Newsletters
t4ewspapers
Norsprint Mecia

Opinions
[Oral History Transcripts)

090
060

100
130 or 131
070 or 071

061
120 or 160

160

080
022
090

100

051
061 or 030 (170)

051

062
150 (051)

090
090
092
030
131

131 (070)
090 and 120

100
100

060 or 051 or062
or 065

133
090
100
042
100
100

100 or 143
171

030

090
022
022
100

120
060

FIGURE VII-8:

Pans 2 ot 3

PUBLICATION TYPE

Pamphlets

[Parent Guides)
Patents
Periodicals
Pennuted Indexes
Personal Narratives
[Phonograph Records)

PhatoiltsPhii
Poetry
Position Papers

*Practicum Papers
Program Desaiptions
Proper Eyebath:in
Program Guides
Pffigniim Pmposals
[Pmgramed Texts)
Puzzles

Questionnaires

Rating Scales
[Recommendations!
Records (Forms)

*Reference Materials
iRegulationsl

*Reports
(Research Methodology Guides)
Research Proposals

*Research Reports
[Research Reviews (Publications))
Resource Materials

Scholarly Jotonals
School Newspapers
School Pubfications

Scripts
*Serials
Short Stories
Slides
Specifications

*Speeches
Standards
State of the Art Reviews

*Statistical Data
Stuchnt Journals
Student Publications

Study Guides

PUBTYPE CODE
MOST

APPLICABLE

Document
Dependent

055
090
022

130 or 131
060 or 120

100
100
030
120
043
141
142
141

141

010 and 051
030 cf 100

160

160

120
Document
Dependent
130 (010)

090
140
065
143
143

070
050 ta 151 Of 052

or 065
022
022

Document
Dependent

030
022
030
100
090
150
090
070
110

120 (030)
Document
Dependent

061

GUIDE FOR ASSIGNING PUBTYPE CODES (A CROSS-REFERENCE FROM

SPECIFIC KINDS OF DOCUMENTS TO MOST APPLICABLE PUBLICATION

TYPE CODE)
ingslinaessy foolnolne en ann pimp)
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PUBLICATION TYK

AMNIA

PUBTYPE CODE
MOST

APPLCABLE

Surveys 160 or 143

Tables (Dato) 110
Tailing Books 100
T. ReoonAngs 102
Inlet:m=14 134
Teaching Guides 052
iTechnicol %panel 143
Tata Reviews 072 (142)
*Tees 150
Toe decoke 010 and 051
Thesauri 134

*Theses 040

MINIM COOE
MOST

/4PPUCABLE

120

060

100
100
134

134
051
051

141 (022)

FIGURE VII-8: GUIDE FOR ASSIGNING PUBTYPE CODES (A CROSS-REFERENCE FROM
SPECIFIC KINDS OF DOCUMENTS TO MOST APPLICABLE PUBLICATION
TYPE CODE)
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****************************************************************************************************

e. Identifiers

Frequently a pan of a document's indexable information are:

proper names of persons;
geographic locations;
proper names of organizations;
Intiects, etc.

These highly specific terms (varied and often transiem) usually are not apprupriate
fm- the The-sawn:. Nevertheless, they can be highly useful access points for the
users and must be taken into account in the indexing process. The ERIC solution
to this problem is to create a relatively °free" and open subject indexing field called
the Identifier field.

Identifiers are not rigidly defined. structured, or controlled as an.
Descriptors; however. in order to avoid excessive scattering under different word
forms, and to aid retrieval. certain standards are observed in their constniction.

The Identifier Awhority List (IAL) should be consulted to determine the
proper format itc al/ existing Identifier concepts. The various categories of
Identifiers and the rules fcr the ccestruction of new Identifiers are covered in detail
in Section VIII (Pan 2). The existing categories of Identifiers are:

6.2

ERIC IVecaalsts Mosul VD-34 J. 1992



Conferences/Meetings;
Curricu Ian Armin
alaiPaleat

(including Computer Programs);
Facial*
Geographic Locations;
Grants (Ethnic);
Groups (Occupations);
Groups (Other);
Health-Related Terms

cmcluding Psychokigy);
Historical/Special Events;

Laniguagesi Linguistics;
Laws/Le& latioa;
Methods/Mewl=
hfiscellaneous;
Organizationte
Personal Names;
Projects/Programs;
Science & Technology;
Tests/Testing;
Titles (Literature.

Films, etc.)

In addition to specific entities, Identifiers may consist of more general
concepts that have been introduced in the ERIC literature but not yet added to the
Thesaurus. Candidate Descriptors, awaiting approval for admission to the
Thesaurus are always "postai' in the WC system as Idemifiers.

Selection of Identifiers should be made on the same basis as selection of
Descriptors. The Identifia should be considered indexable informatics) if the
document contains significant and substantial enough information on the Identifier,
as a subject, to justify later retrkval. To imovide some exampks:

A document on investigations of chaos (nonlinear systems) thecty
relative to educational phenomena might not be concerned per se with
the them itself. However, the inclusion a CHAOS THEORY as an
Identifier would undoubtedly be justified because of the interest of
researchers in isolating the various applications ri the theory.

A statistical study that happened to run its data on IBM PC compatibk
computers should not necessarily be indexed by the Identifier IBM PC
COMPATIBLES insofar as the type of computer system used may be
completely incidental to the study results.

A paper dealing with unemployment among female teachers in New
England should be indexed by the geographic Identifier NEW
ENGLAND. New Englaid is not the main tee* per se, but the area of
a country inhabited by subjects of a study can be crucial to the meaning
and usage of the document and the results reported.

A histlry, or a report of current activities, of the National Science
Foundation should be indexed by the Identifier NATIONAL SCIENCE
FOUNDATION, even if the report is published by the agency and it
appears as the institutional source. The fcemer indexing indicates
subject matter; the latter indicates the responsible preparing body. These
are two different involvements.

Identifiers appear in the Document Description (Resume) section ci
Resources in Education and in the Main Entry section of Current Index to Journals
in Education, and those that are asterisked as Major terms appear in the printed
subject indexes. There is no minimum requirement for Identifiers. No more than
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jmuuskikegfign may be clesigna# when these are five or fewer major
Descriptoeg only serangkEkkgfil is permitted if there are six (the maximum)
major Descriptors.

*Ses: additional examples arwl remin&rs under "Identifiers" in
tlw MC Indexing Handbook (Clearinghouse Indexing
Practices) [Appear lix

f. Target Audience

Although target or intended audience is not a document "subject," the
recognition of audience is a necessary ingredient of the subject indexing process
(whose moat basic tenet is ielevance jelbrasa). ERIC indexes cw catalogs Target
Audience in a sepasate data element or field (separate from the Descriptors and
Identifien). The field is used when an author clearly specifies an intended auclence
(approximately 25% of current WC input); othenvise, it is left blank.

ERIC defines eleven distinct audience groups, which are listed in
Figure VII-9. The ERIC computer system automatically adds the generic audience
"Practitioners* to records cataloged by any of the five *practitioners sub-categoties.
Several audiences from the prescribed list in Figure VII4 may be cataloged for
indivichsal records, within an overall 80-character &Id length; however, if more than
two practitioner groups are identified, only the generic *Practitioners" should be
cataloged.

Target Audience became a fully defmed cataloging element for RIE in
January 1984 and for CUE. in September 1984. There are some retrospective RIE,
postings of 'Practitioners" and *Students."

Target Audience is used in computer searching as a precise "limiter: Its
presence in a record assumes restrictiveness and exclusion of relevance for groups
not present. Target Audience does not appear in the "minted ME and CUE abstract
journals.

*For the complete discussion of Target Audience, see
Section V under the data element "Audience"; see also
additional reminders under "Target Audience" in the
ERIC Indexing Handbook (Clearinghouse Indexing Practices)
[Appendix C].

4. Translation and Negotiation (Indexable Concepts into Approved Termiuology)

a. Use of an Exact Equivalent, Synonym, Broader Term, Narrower Term, or Two
Terms Coordinated

The concepts that have been listed (in the author's or indexer's terminology)
as possible Descriptors must be translated into the language of the Thesaurus. WI
concept must be compared with ternr in the Thesaurus to determine:

4
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0

ERIC
TARGET AUDIENCE

Educational documents and journal articles are sometimes written for particular
audiences. ERIC currently identifies these audiences in a special "Target Audience* field
(data element). The field is used when an author clearly specifies an intended audience;
otherwise, it is left blank For consistency, eleven (11) distinct audiences have been defined

by ERIC, as follows:

Policymakers

Researchers

Practitioners*
'Administrators
"Teachers
'Counselors
"Media Staff
"Support Staff

Students

Parents

Community

*Note: The ERIC computer system
automatically adds the generic audience
°Practitioners" to recants cataloged by any of
the five "practitioner sub-categories.

FIGURE V11-9: "TARGET AUDIENCE" GROUPS



whetha an exact equivalent =lot

whether a sYnonym (or near sYnonm) exisitC

whether a Broader Tam in the Thesaurus is adequate for retrieval of the
C011Cept

whether two or wee diffetent existing tenns in the Thesaurus can be
cow-dimmed for ittrieval of the concept

whether it is an existing Identifier, or

whether it is necessary to introduce a new term to the Identifier field in
order to cover the cencept.

As the indexer attempts to bate applicable team, the West editions of the
Thesaurus and Identifier Authority List (Alphabetkal Displays) should be used,
together with any supplements issued by the Facility since the last editions. The
supplanentaty Rested and hiawchical Thesaurus displays and the IAL categoty
display, descrixd in Section VILK I-2 on *Indexing Tools: shoukl be used as
needed, but not in lieu of the main Abletintjcpl Diselpvs.

Application of the translation process can best be shown thtough the use of
examples. Let us say that a docwnent reports "Research on the influences of wirious
factors on the set role development of 3-to-S-year old preschool children enrolled
in a preschool program" Factors examined were:

personal traits of the preschookus (and of their brothers and sisters);

the "only° child situation;

intelligence;

anitwdes of parents;

socioeconomic status;

type of preschool plogram; and

the influence of classmates.

A test to measure each child's intelligence was administered. Several sex role tests
were also administered to each child, and two of these, the Draw-a-Person Test and
the Toy Preference Test, were discussed in detail and partially reproduced in the
document. Procedures surrounding administration of the tests are discussed.

r
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Indexabk concepts of the document described seem to be as follows:

PRESCHOCL PROGRAMS
PRESCHOOLERS
SEX ROLE
BROTHERS AND SISTERS
ONLY CHILD
INFLUENCE OF CLASSMATES
ATITIIIDES OF PARENTS

Taking these terms one at a time:

PERSONAL TRAITS
SOCK/ECONOMIC STATUS
INTELLIGENCE
SEX ROLE TESTS
TEST ADMINISTRATION
DRAW-A-PERSON TEST
TOY PREFERENCE TEST

ERIC indexers are counseled to index educational level first, at since
PRESCHOOL EDUCATION is one of the 14 mandatory educational-level
Descriptcws, it makes sense a7.0 start with the terms beginning with *Preschool..." The

children in the study are klentified as being enrolled in a preschool program, which

is in turn one of the factors studied. "Preschool Programs" is no longer &Thesaurus

term, but is listed in the Thesaurus with the note "Use PRESCHOOL
EDUCATION." PRESCHOOL EDUCATION is chosen, therefore, as the initial

indexing term for this document.

Preschoolers are the subjects of the study. The =wept "preschoolers° is listed in

the Thesaurus with the instruction "Use PRESCHOOL CHILDREN? Look at the

full display for that term. Tbe Scope Note defines PRESCHOOL CHILDREN as

*aged 2 through 5 years." PRESCHOOL CHILDREN can therefore be used to

identify the population studkd. In this case, USE A SYNONYM OR NEAR
SYNONYM. This is in addition to the education-leveler PRESCHOOL
EDUCATION, &hardy selected to identify one of the factors studied.

*Sex Role" appears as a term in the Thesaurus, so here USE THE EXACT
EQUIVALENT, i.e., SEX ROLE.

"Brothers and Sisters" are two concepts, and both appear in the Thesaurus with the

instruction "Use SIBLINGS? Here agan, USE A SYNONYM OR NEAR
SYNONYM. These are no other appopriate tem in the display for SIBLINGS
because they are either too narrow (TWINS) or not mentioced in the study (BIRTH

ORDER).

"Only Child" is not aThesaurus tam. Looking under 'One Child Family," "Single
Child? and "Single Child Family* meets with no success. Since there seems no way

to express this concept with existing Thesaurus terms, the Identifier Authority List
(IAL) is consulted. The preferred IAL format is "Only Childrce: therefore. USE
IT AS AN IDENTIFIER. Make a note of the circtunstances for using the concept.

because it could become a candidate for a new Thesaurus term.

"Classnutes" is not aThesaurus term. The term PEER INFLUENCE is listed in the

Rotated Display mkt' "Influence" or Influences? This seems to get at the concept

adequately, so USE A SYNONYM OR NEAR SYNONYM.

Jule* 1992
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"Attitudes of Para*" is not a Thesaurus term. A note under ATTTIUDES in the
Thesaurus mcmosnends using a mme twecific term, if possilik. PARENT
ATTITUDES (formd in the NTs) is the exaa tam needet la this case, the
BROADER TERM IN ME THESAURUS IS NOT ADEQUATE FOR
RETRIEVAL, for although PARENTS tuid ATITTUDES could be post-coordinated,
ATITTUDES could also be post-coordinated wish any other poptdation team such
as SIBLINGS. Therefore, the precoordinatet1 tam PARENT ATTITUDES is
preferable became it is more incise.

"Personal Traits' does not appear in the Thesamns. but PERSONALTTY TRATTS
does. The Scope Note seems to cover the concep opened in the document. Look
at INDIVIDUAL CHARACTERISTICS, which is meMioned in the Scope Note.
INDIVIDUAL CHARACIERISTICS is scoped hi include rthysical as well as
psychological chatacteristics. PERSONALITY TR ITS is preferabk because it is
the more precise tam. USE A SYNONYM OR NEAR SYNONYM in this case.

"Socioeconomic Status" is another example of a concept with an EXACT
EQUIVALENT in the Thesaurus.

"Intelligence is also a Thesaurus tam. However, the terms INTELLIGENCE
QUOTIENT and INTELLIGENCE TESTS are listed in the RT display, and the
possibility exists that INTELLIGENCE is too broad. Since the document did not
state that the test resulted in an inolligeoce quotient for each child, however, and
since the test itself was not discussed in any detail, INTELLIGENCE, the
BROADER TERM, IS PREFERABLE.

"Sex Role Tests" is not st Thesaurus term. SEX ROLE alone is a valid Descriptor
that was chosen previously in this exercise. It is possible, then, that either TESTS
and TESTING could be post-coordinated with SEX ROLE. All thee terms could
be used for thae reasons: TESTS because the tests are discussed in some detail and
portions are reprodwed in the document; and TESTING because the next concept
on our list is "Test Administation," which is cross-refaenced "Use TESTING."
Thus TWO OR MORE TERMS ALREADY IN THE THESAURUS CAN BE
COORDINATED FOR RETRIEVAL However, because TESTS and TESTING are
very broad tams (of little value in manual indexes and prone to anne *false chops*
in computer searchkg), the Thesaurus is checked further for an appropriate nrwrower
term (NT). The hierarchies of both TESTS and TESTING show a variety of
possibilities, but PSYCHOLOGICAL TESTING gipears to be the most appropriate
concept as it is scoped broadly and is *used far PSYCHOLOGICAL TESTS. Thus,
ONE PRECOORDINATED NARROWER TERM IS CHOSEN TO REPLACE THE
TWO BROAD UNITERMS SELECTED ORIGINALLY.

Sime the "Draw-a-Person Test' and "Toy Preference Test" are featured in the
document, these tams merit inclusion in the infting. Since proper test names are
not Thesaurus tams, look in the IAL to see if they are there to avoid creating
valiant forms of the names. DRAW A PERSON TEST is there (no hyphens or
other special characters permitted in Identifiers except left and right parentheses); it
can be used "as is." TOY PREFERENCE TEST is not there. Since its fonn meets
the guidelines for new Identifiers, create a new Identifier. Both of these test names
are thus indexed as Identifiers.



Therefore, the following temts have been drosen in the meld=

Descriptors: Intelligence; Parent Attitudeg Pees Influence; Personality

Traits; Preschool Children: Pmschool Education;
Psyehological Thsting; Sex Role: Sidings; Socioeconomic

Status
Identifiers: Draw a Person Test; Only Children: Toy Preference Test

h. Use of a New DescriptortIdendfier

All new imiexing terms, neither foisid in the Thesaurus nor the IdentWer

Authority List, should Le posted as Identifiers. Procedures for the constniction of

new Identifiers are included in Section VIII, Part 2 of this Manual. All Identifiers

are reviewed for proper format prior to release to the ERIC master files; RIE

Identifiers we revkawed by the MC Facility lexicographic staff, while those

indexed for CUE are reviewed by the CUE Publisher's editorial staff. Most

Identifiers, particularly general conceptual-type terms, that accumulate significant

postings in the ERIC database should be considered for Descriptor status and

inclirsion in the Thesaurus. (Identifiers notconsidezed eligible for Descriptor status

are usually highly specific proper nouns and noun phrases such as geographic

locations, organization names, persons, projects, and test titles.)

When the indexer arrives at the decision that a new Descriptor will be
recommended, it is then necessary to:

msearch the term;

locate authorities that can be cited as to its meaning and use;

develop a defmition or Scope Note:

detect synonyms in whose place the new term will be used;

place the term somewhere in the hierarchy of existing terms. identifying

some terms as Broader (higher in the generic tree), some terms as
Narrower (lower in rhe generic tree), and some as Related (on adjacent

branches).

The resultant recommendation is transmitted to the ERIC Facility Lexicographer who

provides lexicographic ccxxdination and analysis via the system-wide Vocabulary
Review Group (VRG). Candidate Descriptors should be posted as Identifiers until

the VRG evaluation has been completed and final dispositions are announced. New

Descriptor coordination procedures are fully described in Section VIII, Pan I of this

Manual.

June 1992
JERIC Processing 4 NW



S. Spechd Issues
(See also the Indexing Reminded' section al U ERIC Indexing liculdbook (Clearinghouse
indexing Practices) [APPendix C1, for a summary of special issues in ERIC hidexing.)

a. Indexhig Specifidty

A fundamental pinciple of coordinate indexhig is ul index la the level of
specificity of the document in hand This principle has been referred to earlier;
however, enough problems arise in the implementatkm to warrant a separate
discussion.

Some typical examples of *mis-indexecr specificity include;

Using CURRICULUM GUIDES in lieu of STATE CURRICULUM
GUIDES;

Indexing all lhinking/leaming" as COGNITIVE PROCESSES rather
than attemptinc, to locate more apprwriate narrower terms
(e.g., LOGICAL THINKING, LEARNING PROCESSES, PROBLEM
SOLVING);

Forgetting to index the educational leveler HIGH SCHOOLS for 'high
school education: using the broader leveler SECONDARY
EDUCATION instead [mandatory educational levelers (see Figure VII.
I) are arranged in broader/narrower relationships, not necessuily
conforming to the strict genus/species arrangement of BTs/NTs in the
Thesaurus.]

In each of these instances, the material is being indexed at a higher or more
general level than is warranted by the actual content. Users should be able to rely
on the reasonable expectation that all materials dealing with a specific subject (e.g.,
LOGICAL THINKING) can be found under that term or its NTs, and should not be
forced to search elsewhere. There are at least duee particular situations when an
indexer must consider this question of generality/specificity (genus/species)
especially carefully. These are:

I. When a document discusses a concept at both a general and specific
level, e.g.. a document describing objective tests generally, and multiple
choice tests specifically, in about equal detail.

2. When a document discusses a specific concept that must be indexed up
to a general concept because the latter is the most specific available
Thesaurus term.

3. When a document discusses many specifics of a general concept, but
none in abundant detail.
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INDEXING

WM se(ae= to (1) above, im indexer might consider. for exampk, huh
broader and narrower Desaipton (i.e., OBJECTIVE TESTS mid MULTIPLE

CIOICE TESTS) as indexable concepts. If these is a sufficient amount of
information wath indexing (always a matter of judgment) about both general and

specific concepts, then they are both indexed.

In the case of (2) above, for example, a descrkitice, study, or review of the

Wechsla Adult Intelligence Scak should be indexed by

INTELLIGENCE TESTS. as well as by the Ws name Identifier. The doctunent is,

thatfore, made available at the level of the most specific available Descriptor (i.e.,
INTELLIGENCE TESTS. not TESTS) and at the level et the specific test name as
well. This guideline requires expertise. knowledge of the systan's users, and maim
judipnent. Further subject specificity may be provided as necessary by Identifiers,

but I
Frequently. specifie names that are new to the database, or coined terms by lesser-
known authors, are not indexed, particularly when they am called out in other fields
(e.g.. title, abstract, descriptive note) and can be retrieved by computersearching of

free text.

LI.

The third area (3) above, is perhaps the most tmublesome. The indexer
must develop a "feel" for what is a sufficient or reasonable amount of infoimation
about a concept that makes it "indatable." Experience in reviewing search results.

as well as in indexing, can be helpful in this area. Some examples may illustrate
this pnableni.

Example l:

A document has the Descriptor AGRICULTURAL PERSONNFL. The

abstract shows that the population of participants included:

extension personnel;
agriculture teachess;
home economics teachers;
forestry personnel;
inofessional employees in agribusiness.

In the judgment of the indexer. there was insufficient data about the
specific occupational groups to merit indexing each one separately. The
groups. however, were pait of the class "agricultural personnel," md that
concept only was indexed. (Parenthetically, mention of the occupational
group names in the abstract ensures access to them via free-text

computerized retrieval.)

Example 2:

Describing a population of teachers in a study, the document lists in tables

the following:

age;
sex;
educational level attained'.
participation rate of conference attendance.
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The indexer must decide whether die kfosination pravided is significant
enough to hid= specifically. Since all of the above factees wae significant
variables hi the study, the Weser &tided to hidex the group of concepts
at the generic level 'TEACHER CHARACTERISTICS, as well as
specifically with AGE DWFERENO3S, SEX DIFFERENCES,
EDUCATIONAL ATTAINMENT, and TEACHER PARTICIPATION.

Exarkri:

A document entitled Guidelines for the Referral of Children Who Are
Suspected or Known to be Exceptional describes and defines in detail the:

orthopedically handicapped;
chronically ill;

hearing impaired and ckaf;
blind and partially seeinx
emotionally disturbed;
socially maladjusted;
slow kamers;
mentally retariled;
multiply handicapped;
gifted.

Because of the considerable detail provided for each categoiy, tig indexer
decicks that this document should be retrievable through the genetic
concepts EXCEPTIONAL PERSONS and DISABILITIES, as well as
through each specific area of exceptionality mentioned above.

Example 4:

A program guide entitled the La Grange Area Department of Special
Education Handbook describes a sizable, reputable prop= that includes
education for the:

mentally retarded;
physically disabled;
socially maladjusted:
emotionally disturbed.

However. nearly all guides for "Special Education" programs include and
describe each of these areas. The information on each area of
exceptionality is usually similar throughout these guides. Their inclusion
in such a guide is implicit and need not be indexed. In contrast to the
previous example, the areas of exceptionality covered are not indetable
information. The document should be indexed by the concepts PROGRAM
GUIDES and SPECIAL EDUCATION, and terms representing its grade
level and origin (school district).
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gib

b. MAjor/Mintr Index Terms
(See also the Indeidng Remindem Matze section of the MC Indexing
Handbook (Clearinghouse Indaing Practices) [APPeadix C].)

(I) General

The ERIC indexer is rewired an identify the ivtajoe and most
impart= concepts =Mined in a document by inunediately preceding the

equivalent tem or terms selected whh an astesisk (*). *The basic nile
to mnemberi s that at least one (1) and not more than five (5)
Descriptors (sir #' only one major Identer is used) may 5e
designated as Major. No more than two (2) Identzfiers may be

designated as Major. All index terms not preceded by an asterisk are

antonutically considered Winor for that document. Any index term may

be Major or hfmor, depending on the document.

The purpose of this arrangement is to:

identify the thief or majcs concepts in the document, thelehy
providing the ERIC user with additional information and help

in the search and evaluation of rekvant references an particular

subjects.

provide at least one subject route to the document in the
RIEXLIE printed subject indexes, but not so many as to make

the inckxes excessively large.

provide computer sexchers the capability of designing either
broad, exhaustive searches that ahn at comprehensive recall of
all references on a subject, or nanowa, targeted searches that

ahn at selective tetrieval of some (but perhaps not all)
references highly relevant to the subject.

As with the Genendity/Specificity guidelines in the immediately
preceding section, sufficient problems arise in the implementation of the

Major/Minix guidelines to warrant additional discussion and examples.

(2) Utility of Terms for the Printed Indexes

Problems occur in this area when the Major tams that emerge are
excessively focused, thereby pmviding insufficient access routes. The

ERIC indexer mot be aware that the results of the indexing function are

used by both manual and computer seaichers. This does not mean.
however, that the indexer should forget the fundamental nile to 'Index to

the specific level of subject matter covered by the document." Rather, it

means that the indexer. taking full advantage of the Thesaurus must
consider and provide legitimate access points for both groups of searchers.

U
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Especially kir manual searchers (who cannot search on second or
third words appearing in a given Descriptor), the major Descriptin
assigned should provide as many valid access mutes as possille under the
circinnstances. An example can help make this mire. Assume th major
terms assigned ki a docmnent weir= *COLLAGE CURRICILUM;
*COLLEGE INSTRUMENT; *COLLEGE SCIENCE; *COLIZGE
STUDENTS. The indexer, hi reviewing such work, should clearly look kr
legitimee ways to inhochice more *spread" in the indexing. Mt only is it
lately the more specific teems are aniropriate, be whittled them, the
manual user would be at a disadmmtage by teing lintel in retrieval to
solely the "College part ci the printed index.

A second type of ewoNern occurs when the major tenns assigned
are so specialized that at jrubmghti in the printed indexes they
excessively restrict user acme prAnts (Le., the users simply wouldn't think
to look under them in many cases). Given a document ce heterogeneous
and homogeneous gmuping whhin the instructional process, not only should
die vay specific Desciptces HETEROGENEOUS GROUPING and
HOMOGENEOUS GROUPING be *majored," but so should the most
specific "instruction" termin this case GROUP INSTRUCTION. If only
the very specialized terms were majored, access would be unnecessarily
limited and the manual user would be at a disadvantage.

*ft is important for a vecialized Clearinghouse (or any
specialist for that matter) not to confitse their own viewpoint
and interests with those of all other users. lt is prudent,
therefore, during the indexing process, to step back at least
once and consider the problem of access to a given document
by gli of its potential users. Again, the rule of indexing to the
specific level of subject maw dealt with by the document must be
observed. The guidance here merely suggests that legitimate variegated
access routes to a document not be ignored.

(3) Excessively Broad Terms

Excessively broad terms (e.g., DEVELOPMENI), which lack
discrimination, and which if used without restraint might collect large
numbers of postings in a single journal issue, should be avoided as Majors,
just as they should generally be avoided in the indexing process as a whole.
Examples of very broad Descriptors that should be used very selectively
and only in situations really calling for them are displayed in Figure
VII-10.

(4) Terms Not Representing Subject Matter

Terms that represent population concepts, educational level, age
level, methodology, and document type characteristics can be thought of as
not representing the subject matter of the document, at least in the same
sense that a clear subject matter term Isle GEOLOGY does.
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INDEXING

ABILITY

ACHIEVEMENT

ACTIVITIES

ATITTUDES

BACKGROUND

BEHAVIOR

CHANGE

COUNSELING

COURSES

CULTURE

CURRICULUM

DATA

DESIGN

DEVELOPMENT

EDUCATION

EMPLOYMENT

ENVIRONMENT

EQUIPMENT

EVALUATION

FACILITIES

GROUPS

GUIDANCE PUBLICATIONS

GUIDES RELATIONSIBP

IMPROVEMENT REPORTS

INFLUENCES RESEARCH

INSTITUTIONS RESOURCES

INSTRUCTION RESPONSIBILITY

LANGUAGE SCHOOLS

LANGUAGES SCIENCES

LEARNING SELECTION

MEASURES (INDIVIDUALS) SERVICES

METHODS SKILLS

NEEDS STANDARDS

OBJECTIVES STATUS

OCCUPATIONS STUDENTS

ORGANULATION STUDY

PARTICIPATION TEACHERS

PERMRMANCE TESTING

PERSONNEL TESTS

PLANNING THEORIES

PROBLEMS THERAPY

PROGRAMS TRAINDIG

FIGURE VII-10: VERY BROAD DESCRIPTORS
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Since the appficalility of these non-subject tams to a document
is generally a yes-no gropositkin and not a mattr a degree, the cpcstkIn
arises as to how to handle major-minor int:Seaton vis-a-vis these terms.

Such Desaiptors should be made minor in cases where they do no
more than identify the its:0M education kvel, age levd, population,
research methodology, type of document, etc. However, such DescriaNtors
ma be made Major when they are the topic d significant discussion in the
documat. In such situations these terms become, La effect, mthject taws
and should be handled the sane way as subject terms, i.e., if the documatt
contains sithstainial disansian AIM the concept then the term representing
that concept should be made Major no manix what type of term it is.

In order to clarify this point, a number of examples follow:

Educational Level

A analog of math concepts and skills for fifth grade math would use
GRADE 5 as a triajcw Descriptor and INTERMEDIATE GRADES as a
minor Descriptor (the latter indianing mandatory educational level).
However, a review of textbooks to determine what math concepts are
usually taught in grades 4, 5, or 6 might have INTERMEDIATE
GRADES as a major Descriptor (indicating subject content).

Population or Age Level

A report of a study involving black teenagers (ages 13-18), but that did
not discuss the sipificance of their being black or teenagers would us:
BLACK YOU'Ill and ADOLESCENTS as minor Descriptors (indicating
population and age level) However, a study etAitled Career Planning
by African-American Teenagers would probably have the same
Desaiptces as major (indicating significant subject content). Tim
Identifier *African Americans" would be an additional index term
(probably major) on the latter doctunent. (NOTE: See discussion of
ERIC indexing of nriant eihnk rives in the Indexing Reminders

section of the ERIC Indexing Handbook (Clearinghouse
Indexing Practices) [Appendix C].)

* Methodology

A report of a research study that made use of matched groups and
included some discussion of the appropriateness of such a technique
might use MATCHED GROUPS as a minor Descriptor. On the other
hand, a paper on the futility of setting up matched group research
designs for a particular type of research should use MATCHED
GROUPS as a major Descriptor (representing major subject content).
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Document Characteristics/Publication Type
(See related Section VILLIel, "Dactuneat Farm/1We)

A teacher's guick that contains a questionnaire, among other materials,
would use QUESTIONNAIRES as a minor Descriptor (representing
doctunent characteristicaitype) and pubtype cock 160. A descriptim of
an eyeball= project that designed and field tested a qeestionnaire
should use QUESTIONNAIRES as a major Descriptor.

An map mechanics auriculum guide containing behavioral objectives,
suggested activities, a workbook, and evaluation questions keyed to the
objectives might have CURRICULUM GUIDES, BEHAVIORAL
OBJECTIVES. LEARNING ACTIVITIES, WORKBOOKS, and
CRITERION REFERENCED TESTS as minor Descriptors (documem
characteristics/publication types). A manual on how to design
difficult= guides cr how to develop and evaluate behavioral objectives
would have CURRICULUM GUIDES or BEHAVIORAL OBJECTIVES
as major Descriptors (representing major subject contem).

C. Capitalisation of Index Terms

The ERIC database is an upper and lower case file mtd all index terms must
be entered into the ERIC records in coned upper and lower case &mu.

The Idenufier Authority List (IAL) is printed in upper and lower case and
presents no problem in this regard. All the indexes. has to do is use the form as
printed in the IAL. The indexer will find that the initial letters et every Identifier
weed, usually excepting certain conjunctions, articles, and prepositions, are in upper
case in the IAL.

The ERIC Thesaurus "Working Copy* is currently printed in Augar case
Jal and therefore the indexer must remember to convert all Descriptors to initial

capital lenen telly. The ERIC Thesaurus "published edition" has a mixed upper and
lower case format that, if used for indexing, has to be converted to the preferred
ERIC format.

Articles, conjtmctions, and peepositions me never capitalized in Descriptors
unless they are the first word. There me, however, certain Identifurs where articles,
conjunctions, and prepositions are wpropriately capitalized, e.g., literary titles SiKh
as "Graduate (The)? Some examples appear in Figure VII-11.
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DESCRIPTORS IDENTIFIERS

EXCEPTION
(UC)

(Example)

ARTICLES/
CONJUNCTION&
PREPOSITIONS

USUAL USAGE
(LC)

(Exam Ple)

EXCEPTION
(UC)

(Extunple)

USUAL USAGE
(LC)

(Exampie)

A Postsecondary

Education as a
Field of Study

None Visit to * U. Phmet A Better Chance lac

AN None None To an Athlete

DO* Wong

AND Fond and Drug
Inspecton

None Crime and
?wish:neat

And Seamhing Mind*

AS Parents m Imams None Maryland Self Cameo
as * Learner Scale

As YOO Lace It

BY Management by
Objectives

None ABC (Amos* by
Concept) Method

By Love
?messed*

FOR English for
Sptcial 'Imposes

None Famd for Adak
Edncation

For Whom the
Bell Tolls*

IN Reductim in
Force

In Schad
Suspension;

In Suds Students

Caches, in the Rye In Cold Blood

OF Leaves of Absence None Signers at the United
States Constitution

Of This Tune of That
Place

ON Tone as Tesk On Campus Smolensk

On the kb Training
Soul on Ice On the Origin

of Species

OR Publish cw Perish

haw
None Truth or Consequences

Administrative Unit
NM*

PER ExpeadMun per
Stmknt

Nom Per Capita*

TILE State of the Art
Reviewsa

None College of the Sea

Maitland)
Graduate (The)

TO Adjustment (to
F.nvironment)

None Pathways to
Identity Project

To Kill a Mockingbird

LC = Lower Case: UC = Upper Case
Not Currently an Identifier

FIGURE VII-1I: CAPITALIZATION OF ARTICLES/CONJUNCTIONS/
PREPOSITIONS IN DESCRIPTORS AND IDEN'IDIERS
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d. Puncturdims of Index Terms

Punctuation of Descriptors mid Identifiers is keg to a bare minimum
because the special cliaractas used in punctuation can later create sewn
matching problems in the retrieval process.

*The only punctuation marks permitted as part of index terms are
left and right parentheses (as used to enclose a qual*r).
Hypjfaukshasmagghglanksgagmajgkelljalisma.

firtideprigal.

Semicolons are used as subfield delimiters, separating one index term
from another, but are not valid as part of an index term.

C. Overlock:ling and Underindexhrg
(See also the Indexing Reminders Overindfxing" section of tic ERIC
Indexing Handbook (Clearinghouse Indexing Practices) [Appendix Cl.)

One a the most prevalent indexing faults is the assignment a too many
or too few index terms. 'Mese two fauks tend to be mutually exclusive. The
indexer that overindexes generally does not also underindex, and vice-versa

Undmindexing is genesally the resuk of failure a, put oneself in the
position of the muncher or end user. An undmindexed item is generally either
tagged with a few broad terms behind which the document is effectively lost, or
it is tagged with a few specialized ems the indexer is grateful to fmd in the title
or abstract.

Overindexing can generally be traced to the following facers:

failure to take the time to decide what is truly indexatde infonnaion
and what is merely mentioned in passing. It takes less time to
overindex than to index with discrimination.

the inclusion of several term all beginning with the same lead-in word,
e.g., Parent Education. Parent Patticipation, Parent Conferences, Parents,
Patent Influence, Parent Role. The indexer, abrogating the
responaility to choose the *best" term to represent a given conceptual
area, takes the scanergun agtroach or throws in all the possibilities.

permitting an imbalance between the size of the document (i.e., small)
and the number of index terms (i.e.. many). The indexer, forgetting the
end user, squeezes every concept out of a five- or six-page paper even
though many terms may be teptesentod by less than a significant
amount of text. A user retrieving such a minor amount of matetial is
unlikely to thank such an indexer.

1
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the thesmirus does not offer specific enough tenninology to index a

compiex topic and the indexer, kering *a the user will not find the

document, zealously offea as many apptoaches with Desaiptom as can

be imagined Unfonunately, this leads to as many Wile drops as

relevant hks. This situation can almost always be avoided by using he

Identifier field fir supplemental specific indexing.

In many instances, expetience alone will teduce the tendency to
overindex or imderindex. As the indexer gains confidence with hiether indexing

ability and with the ability of thesmzus language to lead usees al the docmnent,

indexing will inquove. Indexas often benefit from naining and experience in

searching, so that they can see the impact of overindexing and underinckaing on

retrieval.

After the indexer has completed all the basic tasks involved in indexing (other

than recording and inputsee item *7" immediately following), i.e.:

examinmion of the document

identification of indexable concepts;

translation of selected concepts into Thesaurus terminology;

matching non-Thesaurus concepts to the terms or prefened formats of the

klemifier Authority List (IAL);

tagging of majce concepts/tarns with astaisks;

documenting new indexing tams not in the Thesaurus or 1AL for future use;

consideration of recommending new or existing Identifiers as candidate

Descriptorscompletion of Vocabulary Development Form

(see Section VIII, Pan I),

the fmished product should receive a final review. 'This review may be accomplished by

the indexer or by a Supervisor/Reviewer. The following questions should be asked about

the work:

1. Do the designated Major terms represent the emphasis of the document?

2. Are the Major terms reflected (conceptually or by equivalent terms) in the Abstract

or Title, so that there may be no question in the user's mind about their relevance?

3. Are the possibilities for "False Drops" minimal?

4. Are all significant and impmtant concepts in the document covered by Descriptors or

Identifiers?

(.7tju
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5. Can the index wow be fitted together in narrative form m provide an acetate idea

of the subject maUer of the document?

6. Has excessive "clustesitif of tains beginning with the same word been avoided?

7. Do die Major teams provkle a class desaiption that cotid be expected to occur

spontaneously to a user, or are they too specialized and obscme?

8. If the scope of the document overlaps with other Clearinghouses, have their

viewpoints been taken into accomt (e.g., by consulting th* "indexing rules" in the

ERIC Indexing Ilanaook (Ckaringitonse Indexing Practices), and via examination

of their scope of interest statement and "most frequently used Descriptors* list?).

7. Recording and Input of Indexing on ERIC Resumes

The mles for transcribing onto the documentfpurnal artick resume all

Descriptors and Identifiers finally selected in indexing, and for identifying than as MAjor

or Minor, are provided in the "Dida Entry* section of this manual (Sectim IX). The

characteristics, limitations, and requirements fa completing the Descriptor and Identifier

fields are covered in the *Cataloging" section (Section V).
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Academie Level see Educational Level
Access Points, V11-1

Action Concepts, V11-29

Adult Edneatica. V11-25

Age Level, V11-17. V11-111, V11-211, V11-411

AND (Boolean Opentor). VU-4
Articks (Capitalirntiaa. V11-49. VII-50
Audience, V11-36

-Authority Usk VII-37
Author Lamar (in Abstract). V11-16

Boolean Logic. V11-3

Broad Dew:item, V11-46, V11-47

Candidate Descripton, V11-35, V11-41
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-Index Terms, V11-49. V11-50

CD-ROM Searches,
-Indexing. V11-10
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-Printed Indexes. V11-10
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Descriptor Group Display, V11-9

Descriptors,
-Age Level, V11-28

-Brood Terms, VII-46. V11-47

-Candidate. V11-35. V11-41

-Capitalization. V11-49
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-Otoup Display, V11-9
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-New, V11-41
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V11-33. V11-34
Manner* Type see Publiatioo Type
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V11-48

-Descriptors. V11-21. V11-22
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-Major Tenn, V11-20

-Mandatory lIst. V11-22

Educational Literature. V11-6

ERIC AbstriscrorIhedarr Workbook. V11-12, V11-14

ERIC Ckaringkoiso Scope of !merest Guide. V11-11

ERIC Index* licadbook, V11-viii. V11-1. VII-11
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Examined= of Document (Indexing), V11-14

Exhanuive Indexing. VII-13

External Uses", VII-7
False Drops, V11-5
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kJ 114;
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Identifien.
-Capitalizatioo. VII-49
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-New, VII-41
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Usury of Congress Classification, VII-1
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Major Concepts. V1146. V11-14
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Materials Conoepts, V11-29

Methodology, V11-411

Middle School. V11-23

Minor Concepts. V11-14
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Online Satchels.
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Overiedexing. V11-51
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Nth:vim Type, VII-30, VII-49
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Indexing, VII-12
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RIR,
Printed Imieses.

Redes. VII-S
Seaming (el Identifiers), V11-13
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Subject Headings, VII-1
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--Hisurchicei Display. VII-9
Actattst Display. V11-9
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VOCABULARY DESMIPMRS

Tabb of Con-buds

Summar), of Significant Rule,

VIEL-VOCABUIARY DEVKLOPMEMT AND MAINTENANCE (PART 1)
--DESCRIPTORS VIII4-1

A. Introduction

1. Thesaurus Definition and Function VIII-1-1

2. Descriptors Definition and Function VIII4-2
3. Educational Terminology V111-1-2

B. Lexicography as Practiced in the ERIC System V111-1-3

1. General V131-1-3

2. Principal Lexkographic Functions VIII-1-4

a. Maintain Consistency V111-1-4

b. Avoid Proliferation VIII-1-5
c. Clarify Ambiguities VIII-1-6
d. Conks= to the Vocabulary Coordination Procedures Set Forth in the

ERIC "xessing Moural V1114-6

3. Vocabulary Development Program VI11-1-7

4. Participation by External Users VI114-10
5. Synchronization of Lexicography and Indexing VM-1-I3
6. Lexicographic Authorkies V111-1-13

7. Structure of the Thescatnis of ERIC Deseripton VIII-1-13

a. Alphabetical Display VIII-1-14
b. Secondary Arrangements VIII-1-14

(1) Rotated Display VIII-1-14
(2) Ifierarchical Display V111-1-15

(3) Descriptor Group Display VM-1-16

c. Frequency of Distralyution

C. Descriptor Development VIII-1-17

1. Evaluation and Decision Criteria for a New Descriptor V111-147

a. Does It Actually Appear in Documents Being Indexed? VIU-1-17
b. Does It Qualify for Descriptor Status or Is It an Identifier? VIU-1-17
c. Is It Useful? V111-1-21
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VOCABULARY DESCRIPTORS

d. Is It a Synonym? V1134.21
e. How Should It Be Structured as a Candidate Descriptor?

(1) AmbiguitY VIII-1-23
(2) Specializatkm VIII-1-23
(3) Appearance in Other Thesauri VIII-1-24
(4) Previous Indexing
(5) Ruks

2. The Research Process

a. Identifiers VIII-1-26

(1) Using Them
(2) Keeping a Clearinghouse List VUI-1-27

b. "Heavily Posted Identifiers' List VIII-1-27
c. Vocabulary Tools V111-1-27
d. VDF Form Templates VIII-1-27
e. Precedence VIII-1-29
f. Expedience (or "Two for the Price of One)
g. Five Easy Steps for Thesaurus Recommendations VIII-1-29

(1) Scope Notes
(2) UF/USE Terms VIII-1-31
(3) BTs/NTs (Ifierarchical / Generic Structuring) VIII-1-31
(4) RTs (Related Terms) / Group Code VIII-1-31
(5) Backfile

h. Other Reminders
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substitute template, is the input form to be used for all Thesarnis transadions, whether adding a term, deleting

a term, or wafting an existing term% &play. The choke of paper fium or computer templide is kft to the

prepares.% Secretion. The form permits entry or change of all auss-references, includng Used For
(non-preferred) terms (UF), Narrow& Terms (NT), Broader Terms (81), and Rated Terms (RT). It also
accommodates input or revisions of Scope Notes awl Group Codes. Ain justification must be provided ens the

Vocabulary Development Form for each Thesaurus transaction. Authmities must always be eked fiar new
Descriptors, or for redefined re merged existing Desaiptors. A minimum of three audmrities must be cked
for each definitional Scope Note gepare4. Care shoukl be taken to avoid parochial volts of view.

Compromise may be necessary when the terminology needs of separate areas of specialization are in mead.

8. Assigmnent of a Group Code refers to the placement of a particular Descriptor in one, and asly ow, of 41
Descriptor Groups (broad subject categories that provide a Thesaurus overview). Scope Notes are brief
statemouts of intended usage, for the purpose of eithher restriction or explanation; they should not be construed

as formal definitims, but as intim:atom ci how terms arc (or should be) used in indexing. Instructianal notations

frequently are part of Scope Notes. These notations direct the Thesauna user to other terms, imficate proper
coordination, provide historical notes on chews in usage or cross-refereme structure, or otluxwise guide and
explain mimed image for both indexing and searching. Because of the inherent *scams or impreciskm of
edwational terminology, ERIC carries Scope Notes on all Descriptors whose meanings or intended usages are

not self-evident.

9. A significant taus of the ERIC vocabulary development process is the practice of keeping the authority files

and the index (postings) files synchronous, i.e.,

As a new term is added to the authorky files, a special effort is made to locate uses of the term and its
variants in the database and to update its postings accordingly.

When an obsolete or ambiguous term is removed from the authority files, every effort is made to also delete

the term from tlw postings files.

Some changes require manual reindering (i.e., individual examination aml reindming of original records).
Ambiguous tesms whose prior usages cannot be conveniently re-examined, may be made invalid.

10. Theseus= cross-references are subject to the following basic rules:

The NT-BT relationship is one of class membership. An NT must be entirely a member of the class defined
by its BT. Called hierarchical, the NT-BT relationship provides the capability for fine-tuning indexing and
searching processes to the most appropriate (i.e., specific) level ci subject matter.

Close conceptual relationships among Descriptors uoi in the same hierarchy are &splayed via the RT

cross-reference.

All csou-references are reciprocal, i.e., for every entry, a conesponding complementary entry must appear
elsewhere. That is, for every UF entry, these is a USE reference; for every NT, there is a BT; for every BT,
there is. an NT; for every RT, there is another RT. It is not necessary for the prepares of a Vocabulary
Development Form to generate cross-reference reciprocals, as this is done automatically by the Thesawus

software.

11. The principal mechanics of Descriptor construction are as follows:

Abbreviations and acronyms should generally be avoided as Descriptors; they may be treated as non-indexabk

USE references.

E t.;



Maximum length of Descriptors and USE references is 50 characten, including blanks (Le., spaces between

words).

Noun forms are preferred to verb forms (e.g., PUBLICITY, not PUBLICM).

The pluml form is used for 'count nouns* AFITTUDE TESTS), &ma which ow may ask "how many?

The singular form is used for "mass nouns' (e.g., AUDIENCE PARTICIPATION), about which cmc may ask

*how much?"

Descrioors and USE references judged to be homographs must have parenthetical qualifiers (e.g., CASE

(GRAMMAR)).

Sex rmutral Descriptors arc preferred when a concept is intended to refer to both acmes (e.g., SEAFARERS,

not SEA Seat terminology that commonly appears in the keret= may be entered as USE
=femme&

Descriptcas may consist et alphabetic characters, Arabic numerals, left and right parentheses, and bhmks.

Other characters are not acceptable.

Inverted entries (e.g., PIANNING (FACILITY)) should be avoided. The Rotated (i.e., permuted) Display

obviates the aced few inverted entries.

12. The Vocabulary Development Program provides a system-wide participatory mechanism for coonrmating and
implementing chants to the ERIC Thesaurus. Through the Vocabulary Review Group, ERIC Clearinghouses
and selected users are given the opportunity to review all proposed changes and additions prior to final

review/nnpkmentation by the ERIC Facility.

5
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ViE VOCABULARY DEVELOPMENT AND MAINTKNANCE (PART 1)
- DESCRIPTORS

A. Introduction

A vocabulary for information retrieval provides standard, controlled, subject-concept entries
for use in printed indexes and annputer manipulatable film Vitthout vocabulary control, concepts
become scattered under many variant entry forms, with a consequent los in system utillty.

The Thesaurus of ERIC Descriptors is the principal indexing vocabulary used in the ERIC
system and is the basis fin most of the subject entries in the ERIC database. The Thesaurus is a list
of several thousand aoss-referenced, sinee-word and multiword concepts representing the subjects
found in the database. Many tams in the Thesauna refer from "nonineferred* forms to preferred
terminology. Preferred entries in the Thesaurus are labeled 'Descriptors." Non-preferred terms are
either: (1) synonyms and ad= variant word forms, or (2) concepts that are seldom used in the
literature covered by ERIC and that can be searched equally well under a broader entry.

Subject entries in ERIC's hide= and computer files that are iM Descriptors are based on a
companion volume to the Thesaurus, the Identifier Authority List (IAL). Identifiers are usually names
of specific entities (Le., proper names) and serve as indesing adjuncts to Descriptors; they may also
represent subjects that have only recently been introduced to the ERIC database and, as yet, have not
been accepted as Thesaurus terms.

The field of educatirm covers most areas of knowledge. The fist of conceivable subjects
covered by writers in the field, and the variety of ways those writers use to express the same subject,
would be troublesomely long and overlapping without some term-use restrictions. The Thesaunts and
IAL specify such restricticms for ERIC.

Section VIII of the ERIC Processing Manual covers these two publications and the development
and maintenance of their terminology, in separate discussions: Part 1 Descriptors; Part 2
Identifiers.

1. Thesaurus Definition and Function

The word "thesaurus" comes from the Greek word for treasure or treasury. Rogers
famous thesaurus is a treasury of sorts. It gives a writer a choice of many alternative words
with subtle shadings of meaning to express single concepts. On the other hand, a thesaurus
developed for information retrieval purposes might be looked at more as a treasure map,
leading a user to a treasury of stored information. A preferred term is selected among several

posakle terms, and users are directed, by means of references from alternative forms, to
employ this one term.

An information retrieval thssaurus is, therefore, a term-associatim list structured to
enable indexers and subject analysts to descrllv the subject content of a document to a desired
level of specificity at input, and to permit searchers to descrll3e in precise termsthe information
required at output. A thesaurus serves as an authority list of the filing labels that permit
information to be stored by one person and retrieved by another. It is a device to bring into
coincidence the language of the documents and tbe language of indexers and inquirers.
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The thesaunn concept has been widely adopted for vocabulary antral in modern
post-com-dinate information systems. It is similar is structure mid organized= to the

amventional list of *subject headings." It fists Descriptors alpbabedcally, endeavors to control

synonyms and homographs, and displays generic-specific =dockerTel" between terms.

A thesaurus of Descriptors, interrelated by crossieferences, provicks the basic rules

of conmunication for an information system. As an infmmadon system grows, its thesaurus

can be systematically built and refined to the point where it represents, in a sense, the
vocithulary of the subject field involved. A functional thesaurus must be logical ami aconte
and have an issernal intepky in relation to the guidelines upon which it has been built. The

ukimate success or failure of a thesmus depends, however, on the =est of its usefulness as
a communication tool in an information system.

2. Descriptors Definition and Function

Descriptors are meaningful terms or short idirases that are med to characterize a
document and to provide index entries to it. Descriptors, for the most part, represent general
classes ci things &cussed in the literature. Many WI be found in the general authoritative
dictionaries, while the remainder can usually be locatedin one or owe speciarzed tfictionaries.
Descriptors are the basic builling blocks that, when defined and interrelated by a system of

cross-references, comprise an information retrieval thesaurus.

Descriptcas perform a dual function: (1) they permit an indexer to describe the
subject elements of a document so that it (or a surrogate record) may be awed in a system
for future search and retrieval purposes; (2) they permit a searcher to construct a 4:Fixation
using terms that art known to have been used in Wong. In both instances, the extreme
variability of the language found in documents and the language used by inquirers is reduced

by reliance on a standard vocabulary. In this sense, the Descriptors represent the
communication link between the operators and users of the system and its content.
Descriptors are closely related (but not identizal) to both tic *subject headinge that one finds
in conventional library systems and the 'keywords* that coe finds in full-text or uncontrolled

vocabulary situations.

Descriptors (singly, or two or more in coordination) will usually adequately represent
the ideas and concepts found in a document. To identify specific entities (such as pieces of
equipment or geographic areas), however, Identifiers must be used. Rules and guidelines for
Identifiers are covered by Section VIII (l'art 2).

3. Educational Terminolog

Many of the problems encountered in the development of the ERIC Thesaurus directly

reflect problems inherent in the relatively sisafr or iniFecise language at education and the
social sciences. The subject matter of the physical sciences and engineering, in contrast, leads
itself much more readily to close definition and commonlyaccepted language and word usage.

In most indexing schemes, the basic objective is to break down common language or
terminology into its simplest components while still retaining adequate definition. This

objective is often reflected in a thesaurus or word list comprised mostly of singje-word teams.

In the ERIC Thesaurus, however, there is an abuudance of conpound (mukhvced) terms. This

fact can be explained in terms of the educadonal process itself. This process basically involves
students, teachers, and an educational environment. The events occurring during the
educational process can often be applicable equally to any of the three components. In an

ERIC Proemial; Manual
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indexing system that rams on the coordhiative me of several huts to repreant ccunplex
tocics, it is diffieuk to &anguish the source of an action and the recipient of an action without
separately definiug ea*. For example, if thew is a document dealing mkt *the Whence a
the teacher cm the attitudes of students," k is theoretically possible to Whet such a document
by coordinati% the concepts of Influences," ''idtitudes; *teachers; and *students.* In retrhsval,
however, how are searehifis to know whether they are retrieving docmnents that deal with
*student ittitildee Of "teaCkef attitUdeS; oft fOr that matter, with 'stsdeat influencer or
°teacher influeacer? To avoid confusion, these concepts can be distinguished by indexing the
document in question by the mnkiword terms "student attkiider and `teacher hamper,: In
an environment as complex as that of the educational process, this type of compouncfing,
binding, or "precoonfmation" of terms is often unavoidable.

beyond the amsiderations of logic and retrievability, however, time is also the
question dhow people actually think and =Fess themselves in the langtage of a subject field.
In the interest of clarity, unity, meaningfulness, and recognizability, a thesaurus must represent
and preserve the natural language of its field. For better or worse, much of the language of
education consists of compound terminology.

The ERIC lhesaunts is widely recognized in the United States as the most current,
definitive vocabulary tool in the domestic educatkon field. It is also recognized as an
international authority. For example, its terms and Scope Notes (i.e., deflations) are used in
such references as the UNESCOIBE Education Thestants and the Intonational Dictiontay of
Education. The ERIC vocabulary is seen throughout the vmrid in a variety of indexing tools,
e.g., the lapanese-Enetsh Educational-Use Keyword Etpdvedents published by the Center for
Educational Technology, Aichi University of Education, Japan. The combined format,
structure, and terminology of the ERIC Thesaunts repeatedly has served as a model for
aucatica thesauri of other nations, particularly the Englich-speaking countries. Recent new
national thesauri based on the ERIC model include the Australian Mesas= of Educatket
De:apt= (1984), the British Education Thesawus (1988), and the Canadian Education
Thesaurus (1991, in English and French).

B. Lexicography as Practiced in the ERIC System

I. General

ERIC is a decentralized network., and the development and maintenance of the ERIC
Thesaurus is a decentralized operation. The real *architects* of the Thesaurus art the
Clearinghouse indexers engaged in the day-to-day processing of documents for intim. Indexers
have the responsibility of recommending changes to the Thesaurus when they find subject
concepts in the literature that cannot be expressed or indexed adequately with the existing
terminology.

ERIC indexers, like the network they support, are decentralized. As Clearineiouse
staff members, their indexing is primarily confined to documents in the subject specialty arca
covered by their particular Clearinghouse, and represents the txminology of that specialty arca
and the viewpoints of its practitioners and users. Fmt of the strength of the ERIC Thesaurus
is its reflection of the specialist's point of view. (Of course, each Clearinghouse must assume
a proportional share of vocabulary activities if a balance across subject areas is to be
maintained.)

1^... .t
.1. t
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Sol

would be puzzled by what they wild assume to be a distiudian
made by the system between *academie and 'scholastic." This
problem cannot be solved at the level of the Clearinghouses, as one
Clearinghouse is often not aware of anotber's term preferences and
choices.

Central lexicography receives the recommendations from the A, B,
C, and D Clearinghouses. Since all the information has been
assembled at one point, the problem can be recognized. Tim four
candidate terms are analyzed to see whether they can reasonably
coexist in the same system. This analysis may be aided by consulting
reference works. It obviously must first be determined whether the
two terms *academic' sad *scholastic" are synonyms and, if so, which
is preferred. In this particular case, the conclusice was that the
tenns art synonymous far purposes of retrieval, and that 'academic'
is more widely used than *sciwilastie Most often, such a decision
establishes a atccedent that will then apply to later decisions and
that in the observe= will lend consistency to the system's
voaibulary.

b. Avoid Proffered=

Decentralized input can also lead to a proliferation of redundant and
essentially duplicate concepts, with subsequent loss of retrieval effectiveness. Toavoid
such situations, synonymous or unnecesmuy variants must be stored under selected
"preferred* terms.

Example: Clearinghouse A submits
BICULTURAL EDUCATION

Clearinghouse B submits
INTERCULTURAL EDUCATION

Clearinghouse C submits
MULTICULTURAL EDUCATION

Clearinghouse D submits
MULTIETHNIC EDUCATION

Problem: Without central control, all of the terms in the example might well
enter the Thesaums, leading to four terms where one would do.
Searchers conducting inquiries in this topical area would then be
burdened turnecessarlly with the task of incorporating all four terms
into their strategies because any other approach might fall to retrieve
essential material.

Solution: Central lexicographic control can solve this problem via research,
rational decision-making based on findings, and the recording of this
process for use in later problem situations. In this case,
MULTICULTURAL EDUCATION was selected as the preferred
form and cross-references were made to it from the other three
terms.
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c. Clarity Ambiguities

Specialists in one field may be unaware that their terminology may have
difkrent meanings in other fields.

EXAM* Clearinghouse A saimits LEARNING CENTERS

Clearinghouse A's field ci specializition covers the
eduanion of young cbildrea, and the Clearinghouse understands
LEARNING CENTERS to be an "open education" term messiag
"areas inside classrooms (e.g., a table) in which instructional
materials have been gathered fix unstructured, self-Xwected
learning." It can be assumed that this is a common term in
Clearinghouse A's &Id and that they see no ambiguity in it. With
dm *blinders" of the specialist on, Clearinghouse A has unwittingly
submitted a homograph.

Problem: LEARNING CENTERS may appear to present no problems to the
indexers and searchers in Ckaringhouse A's field of specializa6on.
Imagine, however, the many uses aml interpretation that mild be
applied to such a term aaoss other areas of knowledge. The term
could be misinterpreted to mean many &forest kinds of facilties
and hatkutions, including schools, counseling centers, libraries,
psychoeducational ccs, job training centers, etc. Before too long,
the term might be used in so many different ways that it could no
longer be searched specifically for the originally intended *classroom°
context. Usen, particularly in Clearinghouse A's field, would be
faced with many 'false drops,* and wasted searches might be
repeated in one way or another by hundreds of users.

Solution: Potential ambiguity of terminology can be readily detected from the
broad, unrestricted point of vkw of central lexicography. Once the
need for Scope Notes is &caned, contact can be made with
initiating Clearinghouses to request that definitions be prepared. In
this case, a pareinhetical qualifier was also needed to assure coned
usage. The resultant entry in the Madams, LEARNING
CENTERS (CLASSROOM) with its restrictive Scope Note, is
unambiguous.

d. Conform to the Vocabulary Coordination Procedures Set Forth in the ERIC
Pmeesskg Masud

With the assistance of a number of lexicograthic consultants and
terminological specialists over the years, a set of kumal vocabulary rules has evolved
for ERIC Descriptors and Identifiers. All ruks for Descriptors art set forth in this
section of the ERIC Processing Manual, Section VIII (Part I), and all rules for
Identifiers are documented in Section VIII (Part 2).
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These rules cover the policies and the mechanics of both voothulary
generatims and selection. For instance, an important policy is dug 'Descriptorsshould
represent important amcepts found in the &endure of the database rather than
comepts &rived independently: Matters of Descriptor/Identiikr mechanics covered

are, for example: noun forms preferred over verb forms, inverted entries avokled, no
punctuation other than parentheses, use of parentheses limited to qualifAng
homographs or indica* life spane el formerly Womble concepts.

The rules are designed to impose order and internal integrity on the ERIC
vocabulary and are to be observed bath by the personnel submiti* candidate
terminology and by the central lesicographic staff evaluaths the submissions.

Not all situations can be covered, however, in any single set of rules. (The
WC Processing Mantial is =Wows in this regard to a constitutkm rather than to
a set of statutes.) Vocabulary and other processing rules must leave the way open fix
compromise action when requirements are in =Act. MC Lexicographers and
Clearingliouse personnel mai together in interpreting the rules in order to achieve
the overall objectives; of the system.

3. Vocabulary Development Program

The Vocabtluy Development Program is a procedure for coordinating and
implementing changes to the ERIC Thesaurus. The flow of the program is ilhIstrated in Figure

The Vocabulary Development Program provides the means for each cmnpommt of thc
decentralized ERIC system to participate in thesaurus development and maintenance. Initiated
in December 1980, the program grew out of ERICs experience with the 1977-80 Vocabulary
hnprovement Project (VIP) and the Play Thesaurus (see Attachaust *1 of this section,
"ffutory of the IheigAing,..*). As in the past, the emphasis continues to be on Alaingnork
involvement in Tiuggigais dejsiopment, with a streamlined approach.

a. Qua basic procedure and ime form are used for the submission and review of all
proposed changes to the ERIC Thestnous.

The characteristics and uses of the *Vocabulary Development Form* are covered in
item 6E* of this section.

b. ERIC Clearinghouses and selected users are given the opportunity to maim all
proposed changes and additions prior to final review/implementation by the Facliity
lexicographic staff.

c. A Vocabulary Review Group (VRG) of 79 members serves as the review/advisory
Egoup for the Vocabulary Development Program. In addition to reviewing specific
recommendations for changes and new terms, the VRG is respormalle for evaluating
vocabulary-related policy matters and for recommending viable alternatives for
long-range Thesaurus development. The VRG membership includes:
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VOCABUIARY DESCRIPTORS

16 - ERIC Clearinghouse Oxirdinators

I - Facility Lexicographer (also, the Facility Identifier
Coorrfinator is an 'ex officio* member)

1 - ACCESS ERIC Representative

1 - CUEIThesasaus Publisher

1 - Central ERIC Monitor

5 - User Representatives:
A university Ibrariare a school hluarian (manual search facility);
staff member of an online search fealty; staff member of an
information/documentation center related to education; and an
educational practitioner.

3 - *International ERIC Representative&
Representatives of theAustrahws Educe:km Index, BMA Educadon
Index, and Canadian Education Index. International ERIC
(iformally, Ng= is a long-term initiative for international
cooperation amorg the major English-language education-related
databases.

d. VRG members are appointed by Central ERIC. Members serve as long as they want,
at the discretion of Central ERIC. Clearinghouse directors are responsilile for
dominating the Clearinghouse representatives.

e. The VRG Executive Committee is composed of the VRO Chair, the Facilisy
Lexicographa, and the Central ERIC Monitor. The purpose of this committee is to
resolve any problems/conflicts identified by the larger review group.

f. The VRG is chaired by a Clearinghouse Coordinator appointed by Central ERIC.
The Chair of the VRi.i assumes the following responslaties:

Coordinate activitis of the VRG and act as liaison among Facility,
Clearinghouses, users, and Central ERIC.

Recthe from the VRG members all negative comments pertaining to
proposed Thesaurus changes.

g.

Collate and summarize those negative responses.

Arrange coordination sessioes with the VRO Executive
Committee as needed to assess negative responses, calla% for the assistance
of other Clearinghouse Coordinatces on an *ad hoc` basis.

Prepare final recommendations for Facility Lexicographer.

Facility Lexicography prepares a I- to 6-month Vocabuleay Status Aepon (at least two
per year) summarizing all recommended Thesaurus changes received from
Clearinghouses and external users during the respective time period. Brief
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annotations, e.g., Scope Notes for Dew terms, accompany each change listed on the
status report form (see exampk in Firm VIII-14). The stains report saws as the
mechanism for alerting the VRG to proposed changes mg for soliciting the
membership's commits and zeconnuendatknis. Revkwers fluty conment directly
on the form awl/or attach more Massive comment& Return of copies frmn the
VRG is scheduled within (we or two mamba ci a particular tepees distranition. Two
copies are reuened, one to the Facty for the /MC lexkographic archives and the
other to the VRO Chair for final review and sumnution of voting. The final
disposkion of each recommended champ is included in an updated status report that
is redistribmed to the VRO (see example in Plipme VIII44). Additional VRG review
may occasionally be necessary if there are masted dispositimis.

11. The review cycle fix the Vocabulary Development Program, from receipt to
disposition, varies from 2 to 9 math& Turnaround time usually depends on the
volume of Thaavus changes received, which affects in turn bow often Vocabulary
Status Reports are issued.

The membership of the VRG is announced perkxlically in thc Interchanp newsletter
(published by ACCESS ERIC) in order to encourage ERIC users interested in
accomplishing additions of new Thesaurus terminokilly, or those encountering other
situatkins in subject searching, to interact with the VRG.

Facility Lexicography is responale for implementing all approved recommendations
to the Thesaurus file, and making any necessary postiugs updates to the index
(inverted) files to ensute their compatigity with tin updated Thesaurus. (See
l'Symiironization of Lexicography and Indexing; item B5 of this section.)
Additionally, the lesicographic staff prepares a °final reporr of each 1- to 6-mosuh
Thesaurus update entitled Thrtsasaus Clumps and Statistical Data (not shown in the
flow of the Vocabulmy Development Program, Figure VIII-1-1). This report contains
three standard attachments, as follow

Atiblimou, piovides a list* of the Aida Thesawus transaction in the file
update. It serves as a supplement to working editions ri the The:anus, and
is used by the ME/Thesaurus Publisher to update the ibagunigAddidogl
ANISIfingta sections of RIE and CUE aissingiltiAdationmilaaogeg
serves as a supplement to users of tlw commercial, published Theseaaus.)

Attaluncnt_Z *WS total Thesaurus input and disposition statistics for the
current update.

AtigamegL2 gives the cumulative total terms in the Thesaurus file as of the
=rent update.

4. Participation by External Users

ERIC encourages direct participation by external users in its vocabulary development
activities. Users have been involved in the development of the ERIC Thesaurus since its
beginning, i.e., reviewing terminology and serving in advisory roles when major changes in
Thesawus coverage and format were being conskiered.

Users are kept abreast of current vocabulary activities through Clearinghouse
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VOCABULARY STATUS REPORT EVALUATION PHASE

VOCABULARY STATUS REPORT

DESCRIPTOR AND
DESCRIPTION OF

RECOMMENDED ACTION

Oci

04

U

0
44

44

0

Date: Jul/Aug84 Page: 11 of 22

1657 AIR TRAFFIC CONTROLLERS X

2f: Personnel who give
instructions and infor-
mation by radio to air-
craft pilots to prevent
collisions and minimize
delays in take-off and
landing for air traffic
at or near airports

Wsonnel

p.

0 714,

CE 8/84

VRG*

14

Date of
_DisnoEtttion

-111

P. a0 it

REVIEWER'S REMARKS

(Please detail any
objections; use back of

form, if necessary)

33 relevant hits, incl. Iden
postings of "Air Traffic
Control" & "Air Traffic
Controllers." (CE)

1658 FREEHAND DRAWING
Add UF: Drawing

X CE 8/84 FREEHAND DRAWING can be
found through the Rotated
Display, but in the Alpha-
betical Display alone, it
does not leap readily to mind
as the preferred term for
"drawing." (CE)

1659 HOME HEALTH AIDES
Add SN: Under professional
supervision, assist with1
meals, shopping, household
chores, bathing, and other
daily living needs of 1

elderly, ill, or disabled

X

* Return copies by: September 22, 1984

To: Anita Colby, ERIC/JC
Fa

CE 7/84

** Term may be used for indexing
as o ti st

PLEASE VOTE & RETURN THIS PAGE



VOCABULARY STATUS REPORT FEEDBACK PHASE

171-77-iiil VOCABULARY STATUS REPORT Da t a : 0ct84 Page: 4 of 23

DESCRIPTOR AND
DESCRIPTION OF
RECOMMENDED ACTION

VRG*
P0 0 00 Z 0

DilAtileAAgn ti

A.°

REVIEWER'S REMARKS

(Please detail any
objections; use back of
form,_if necessar

i4
F.

1657 AIR TRAFFIC CONTROL
IN: Scheduling and moni-
toring the flow of air
traffic at airports,
during approaches, and
en route
DI: Traffic Control

CE 8/84

1658 FREEHAND DRAWING
Add UF: Drawing (Freehan )

COMPUTER GRAPHICS
Add UF: Drawing (Computerized)

I
DRAFTING
Add UF: Drawing (Precision Draft

LI

CE 884

16

13

4 10/84 33 relevant hits, incl. Iden
postings of "Air Traffic
Control" & "Air Traffic
Controllers." (CE)

Changed from AIR TRAFFIC CONTROLLERS. Since the VIP, ERIC
has favored " ccupation" terms over "personnel" terms,
especially in areas on the periphery of education.
Change is in line with other social science thesauri such
as Psyc Abs & Mgmt Contents. SN modified per remorks of
CUPS/SP/TMLUQ. (VRG)

1 10/84 FREEHAND DRAWING can be
found through the Rotated
Display, but in the Alpha-
betical Display alone, it
does not leap readily to mind
as the preferred term for
"drawing." (CE)

gm.1411...11.11.11M.11.

2 mos

Modif ed per AA. "Drawing" should not be restricted to
one A cess_oo.nt.AVRG1

1659 HOME HEALTH AIDES
Add SN: Workers who,
under professional super-
vision, provide routine 1

health/personal care and'
housekeeping services in homes e

or_elde
* Return copies by: siummummitomme

To: Anita Colby, ERIC/JC
Jim Houston. ERIC Facility (AA1

CE 7/84 17 3 10/84 SN simplified per CG/SP.
Subject added per JC/PS/TM/
UD/Lake/Wise. (VRG)

MOS

Reviewer/Oroanftation
** Term may be used for indexing

as of this date.
FEEDBACK PAGE---NO RETURN

4`.



newsletten and the Interchange newsletter. They frequently interact directly with vocabulary
comvlinators at the Clearinghouses. Another a3nunon occarrence is for users to submit
vocabulary reconiniesidaions directly to the Facslity Lexicographer and to interact with the
lexicographic staff over the phcme.

Volunteers from die user community also serve as members of the ERIC Vocabulary
Review Group, as descalied in the precmfing section B.3.

S. Synchronization of Lexkography and Indexing

A significant philosophical tenet of the ERIC vocabulary development Foam is the
practice of keeping the authaity files and the index (postings) files synchronous. (See the
'Vocabulary Development Form' and its emphasis on postings, Figures and VIII-14
in item "El As a new term is added to the authority files, a special effort is taken to locate
uses of the term and its variants in the database and to update its postings acconliogly. When
an obsolete or ambiguous term is removed from the authority files, every effort is made to
delete also the term from the posthigs fiks. Some suck changes renuire manual reindexing
(i.e., indivklual examination and minder* of miginal records), but most can be accomplished
using ERICs 'Transfer-and-Delete software (ni which one transactimi suffices to locate all
records contahing one to several terms, to Mete the term or terms, and to replace them with
one or more terms, while retaining the original major or minor status of the terms intact).

6. Lexicographic Authorities

The ERIC Facility maintains an extensive collection of lexicographic tools (dictionarks,
glossaries, thesauri, encyclopedias, etc.) used to verify, structure, and define teams used in the
ERIC vocabulary. Ova 300 key references are included in the collection. A list of the
principal thesauri and subject-heading lists in this collection appears in item Cl.e.(3) of this
section.

Citations of the documents in the lexicographic collection are compiled into a
'Thesaurus Billiography.' This blialiography is maintained by, and may be obtained from, the
Facility. It has appeared in past editions of the published Thesaurus and may be made
available in future editions, if warranted by user interest.

Additional reference works in Washington metropolitan area libraries are consulted
when complex Imdcographic problems arise that cannot be researched adequately using the
reference materials at hand.

7. Structure of the Thesaunu of ERIC Descriptors

To assist the user (indexer or searcher) of the Thesaunts, the terminology is arranged
in four different sequences, each providing a different approach. The principal or primary
arrangement is an alphabetical display of Descri,ptors (mcludes a somdeg, indhidual display
of each Descriptor), with the other three displays acting, in effect, as indexes to the primary
display:

PRIMARY ARRANGEMENT SgEDNUARYARRAMEMEIM

Alphabetical Display Rotated Display
Wierarchical Display
Descriptor Group Display

(.;
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VOCABULARY - DzscRAPTORs
*. r="1,461***.* re*,

Descriptors ("dead" terms), and USE references avt included. Since awl
separate word is considered as a firing unk a te appnars in as many
locations in this &splay as k contains separate words, i e., single-word terms
file in one location, two-word terms file hi two location, and so co. Sulifirn*
under any one file point is perfouned first on the basis of the words to the
right of the file point and secced, on the basis of the words to the lett of the
file point. The word order within the term itself is not altered.

Example:

STUDENT FINANCIAL AID OFFICERS

PROJECTS (1966 1980) Use LEGAL AID
PROVINCIAL AID Use STATE AID

SCHOOL AID Use EDUCATIONAL FINANCE
STATE AID

PRIVATE JUNIOR COLLEGES Use PRIVATE COLLEGES and
TWO YEAR COLLEGES

PRIVATE SECTOR
PRIVATE UNIVERSITIES Use PRIVATE COLLEGES
PRIVATIZATION

SCHOOL AGE DAY CARE
SCHOOL AID Use EDUCATIONAL FINANCE

NONPUBLIC SCHOOL AID (1972 1980) Use PRIVATE SCHOOL AID
PAROCHIAL SCHOOL AID (1972 1980) Use PAROCHIAL SCHOOLS and

PRIVATE SCHOOL AID

USE references are dearly distinguished from Descriptors in this
display. Invalid Descriptors can be identified by accompanying *life spae
notations, e.g., (1%6 19S0), mg by having no USE reference.

The Rotated Display is useful in determining all usages of a
particular word in the Thesaurus, without respect to its position in a
multiword term. The Display tends to group related terms where they may
often be separated in the main Alphabetical Display, thus aiding indexers in
finding more precise terminology, search analysts in translating their inquiries
into the language of the system, and subject analyos in structuring new terms.

(2) Hierarchkal Display

The Hierarchical Display depicts families of Des( (generic
trees) related by the taxonomic a:wept of "class member-t p: Complete,
two-way viaility is provided for all broader-narrower relationships of every
Thesaurus Descriptor. Each generic tree is carried to its farthest extreme in
both directions. The display Nes the Descriptors in letter-by-letter order,
ignoring spaces between words (this differs from the word-by-word filing used
for the Thesaurus' main Alphabetical Display).

0- 1
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Two sample generic trees are shown below, one for the term
DRAFTING and the °the: for the term LIBRARY SERVICES. Broader
terms (i.e., Ws) are identified by preceding colons and appear above each
file point (main entry). Narrower terms (i.e., NI's) are identified by
preceding periods and are fisted below each file point. Multiple colons or
periods indicate successively broader or narrower levels of terms.

BT : : :LIBERAL ARTS
: :HUMANITIES
: :FINE ARTS
:VISUAL ARTS

YILE pour *DRAFTING
. ARCHITECTURAL DRAFTING
. ENGINEERING DRAWING

NT . TECHNICAL ILLUSTRATION

BT ::SERVICES
A :INFORMATION SERVICES
-iTuanwr---10LIBRARY SERVICES

.LIBRARY CIRCULATION
INTERLIBRARY LOANS
LIBRARY EXTENSION
.YIBRARY TECHNICAL PROCESSES
LIBRARY ACQUISITION

NT ...LIBRARY MATERIAL SELECTION

Descriptors having neither BTs nor NTs appear in the display as
isolates. Included among these isdates arc the Invalid* Desaiptors,
identified by accompanying "life span' notatices, e.g., 11%6 1974)," "(1%9
1980)." Invalid Descriptors are the only terms appearing in this display that
are not currently used in indexing.

The Wierarchical Display serves as a valuable tool for indexers in
their attempts to index documents to the most appropriate level of specificity,
and for searchers in their attempts at developing comprehensive search
strategies.

See item D.6.e.(2), under "ifierarchkal Visibility," for a discussice on
the importance of using the Illerarchical Display.

(3) Descriptor Group Display

The Descriptor Group Display places each term in the Thesaurus,
excluding LIFs, into one (and only one) of 41 broad subject categories.
Together, these catepries or "Descriptor Groups" provide a "table of
contents" to the Therataus sod an overview of ERIC% subject coverage.
Descriptors are alphabetized word-by-word under each group. The display
is provided for browsing and for narrowing down the number of terms to be
looked at in given situations. It is meant to provide suggestions and be of
general assistance to users, whether indexers, searchers, or kaicograplazg but
it is not a formal classification scheme and should not be constnied as such.

4-;
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VOCABULARY DESCRIPTORS

sometimes the subjects of documents.

Geograplic Location.
Legislative rides
literary/Ards& Tides
Organization Names

These include:

Persons
FrOje423

Test Ma
Trade Names

Called "Identifiers,* these entkies are allowable index terms, and a special field is
provided for them. Identifier indexing is intended to supplement Descrittor indexing,
and Identifier use must always be in adcritian to (rather than in lieu of) Descriptor

DSC

The almost infinke number of specific entities generally makes them
=desirable for inclusion in the tightly cmdrolled vocabulary of the Thesasaus. Some,

because of "staying power" in the Iterative, have graduated over dme to Desaiptor

status (e.g., AFRICAN CULTURE, AMERICAN INDIANS, BAYESIAN
STATISTICS, CHRISTIANITY, FRESCII, MEXICANS, RUSSIAN), but this
phenomenon is the exceptkm to the rule. Maseru precede= is the indexer's best

guide in determining whether a proper noun/mum phrase should be consickired as a

candidate Descriptor. For instance, terms in the eight categories listed above nem
qua* fix Descriptcw status. (See Section VIII (Part 2) for a complete discussks of

Identifiers.)

Of course, not all entries in the Identifier field arc proper nouns. Any
ccaicept work* its way into the literature ci dm field must, as a rule, first be 'tried
out" as an Identifier. This practice allows a ccmcept to be obserw4 while
accumulating usage and/or acceptance among various authors. Frequency of indexing

occurrence is always an important consideration in deckfing whether to add a new
conceptual-type term to the Thesaurus.

ERIC uses a "Heavily Posted Identifm" list to highlig* candklate

Descriptors and encourage their Thesaunss consideratim Appears= in this fist

serves notice to ERIC Clearinghouse vocabulary coordinators that the terms be given

some priority or special attention in vocabulary development vmrk by attempting to
elevate them to Thesaurus status, either as main term Descriptors or as USE
references. Fully tided Heavily Posted Identifiers that Should Be Considered for the
ERIC Thesaurus, this list came oa the scene in 1981 with the advent of the printed
Identifier Asahority List (IAL) and has been updated and released subsequent to each

IAL edition since that time. The list is prepared as a total alphabetical fist and, again,

alphabetically by ERIC Clearinghouse. See Irtgare VIII4-4 for a sample page from
each. All terms in this example have 30 or more postings. Carry-oval from earlier
lists are flagged with stars, some including an additional diamond symbol inclicating

onlY light Postings reoentlY-

The list by Clearinghouse is provided as a guide to help focus Clearinghouse
decision-making on what terms to work on and which, if any, other Clearinghouses
might need to be consulted in developing jPetificstions. No restrictions are implied,
however. Anyone can work on any term at any time, providing that others in the
network are notified via E-mati, etc., in order to avoid duplication of effort.
Submitted terms on the list arc redlincd, with the submitter noted (checked), by the
Facility lexicographic gaff, thus providing a convenient status report in between
completely revised editions of the fist. The se66, on the list means submitted by the
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VOCABULARY DESCRIPTORS

SEPTEMBER 1991

itgUILYMAIgWDEMBE11111161.2181MAg
SZQNSIZE02121.111LESIOlinanita

Atabatetallist

IDENTIRER POSTINGS IDENTIFIER POSTINGS

Aboriginal People ** (157) Avoidance Behavior ( 39)

Academic Discourse ( 72) Baiance ( 34)

Access to Health Care ( 41) Bankruptcy ( 34)

Accuracy * ( 94) Basic Writers ( 69)

Active Learning ( 44) Begkming Writing ( 75)

Adaptive Behavior Scales ( 34) Behavior Analysis ( 42)

Adjunct Questions ( 34) Behavior Management ( 55)

Administrator Behavkx ( 32) Bereavement ( 52)

Ado ',assent Sde ( 36) Blacideet (Tribe) ( 31)

Adoptive Parcels ( 33) Mame ( 30)

Adult Child Relationship ( 57) Blooms Taxonomy * (209)

Adr At Performance Level ** ( 75) Boolean Logic ( 40)

Advanced Composition ( 39) Boolean Search Strategy ( 43)

Advettisements ( 70) Brain Frerctions ( 42)
Advertising Effectiveness ( 62) Brain Research ** ( 96)

Aesthetic Reading ( 43) Browsing ( 38)

Aesthetics ( 51) Bus Drivers ( 41)

Affective Domain ( 39) Business Law * ( 40)

Mricans ( 36) Business Role ( 35)

Al le Bias ( 35) Bylaws * ( 50)

Aggregation Pate) ( 43) Calendars ( 30)

Aleut (Trim) * * ( 35) Calbrition ( 37)
Alpha Coefficient ( 32) Canadian Studies * ( 54)
Altsnni Relations ( 33) Caregiver Role ( 37)
Mtulatory Health Care ( 46) Case Management ( 71)

Analogicsd Reasoning ( 70) Categorical Data ( 39)
AnalorOes * ( 97) Cathode Ray Tubes ( 31)

Analogy ** ( 81) Causal Inferences * ( 58)
Analytical Chemistry ( 37) Cause Effect Relationship ( 36)
Anaphora * ( 62) Ceremonies ( 3a)

Angoff Methods ( 53) Change Analysis ( 30)
Apache (Tribe) * ( 42) Character Edwation ( 40)

Archivkds ( 31) Chemicals ( 32)
Argumentativeness ( 31) Chid Behavior ( 74)

Arthritis ( Chid Prntection ( 31)

Asians * ( 62) Chid Protective Services ( 31)

Aspect (Verbs) ( 39) Chickens Wng (163)

Athletic Trainers ( 38) Chinese People * ( 97)
Andudes toward Disabled ( 36) Choctaw (Tribe) * ( 42)
Audience Research ( 42) Choice Behavior ( 48)
Augmentative Communication Systems ( 56) Class inclusion ( 39)
Australians ( 30) Classical Test Theory ( 36)
Authentic Materials ( 55) Clauses ( 37)
Author Reader Relationship ( 64) Client Behavior ( 30)
Author Text Relationship ( 65) Coaching ( 58)

Authority ** ( 88) Cosalons ( 39)
Autcsnobile Industry ( 37) Coastal Zones ( 36)

* Cany-overs from Sep87 list.
** Carry-overs from earlier (1985, 1983, 1981) lists.

Cany-overs with fewer than 15 postings since Sep87.

May 1992 VIII-1-19
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VOCABULARY DESCRIPTORS

SEPTEMBER 1991 WAVILY POSTED IDENTIFIERS
BY CLEARINGHOUSE

Ugtklas are based on:
(1) responsibility fix highest postings:

and/or
(2) senPe area-

Parenthetiosi notations fonowing idesettiers, agAgaGgLEL, indicate secondary responsibility.

CE
faatiaga

Adult Performance Level ** ( 75)
Affective Domakr (CS/PS) ( 39)
Automobile industry ( 37)
Business Law * ( 40)
Competency Tests (EA/CS/TM) ( 40)
Correctional Officers ( 35)
Criminal Justice (HE) * * ( 48)
Criminai Justice System (SO/UD) ( 36)
Curriculum Management * ( 46)
Educational Awareness (CS/RC) ( 35)
Emergency Medical Services * ( 48)
Employee Participadon ( 34)
Employer Surveys (JC) ** ( 55)

Envhonmental Herdth (SE) ** ( 62)

Exoffenders (CG) * ( 45)
Fact Sheets (SO/TM/1R) ( 92)
Federal Agencies (IR) * ( 52)
Food Production (SE) * ( 42)
Formal Education (PS/RC/S0) ( 30)
Gardening ( 38)
Goal Setting (CG/EA/RC) ** (155)
Hands On Experience (SE/1R) ( 38)

Hazards (PS) ( 45)
Health Delivery Systems (RC/SP) ( 32)
Informal Education (SE/PS/SO/1R) ** (130
Learner Centered instruction (FL/1R) ( 35)
Learning Envinment (IR/EA/HE/PS) ** ( 91)

Lffe Plarming (CG/RC) ** ( 60)
Unkage (IR/EA) ** (111)

Multinational Corporations (FL/CS) ( 42)
Nationei Longitudhsil Surveys (TM/UD) ( 36)
Older Workers (CG) * ( 91)

Preapprenticeship Programs
Prioddes (EA/PS/RC) *
Private industry Councils *
Professional Role (IR/PS) *
Reauthorization Legislation **
Recession (SO) *
Resource Utilization (RC) *
Social Security (CG/SO) *
Social Securfty Benefits (CG)
Stress (Biological) (RC) **
Support Services (RC/PS/IR)

( 90)
(
( 64)
( 94)
(121)

( 50)
( 49)
(156)
( 41)

( 77)
( 43)

* Cany-overs from Sep87 list.
** Carry-overs from earlier (1986, 1983, 1981) lists

Cany-overs with fewer than 15 postings since Sep87.

Temporary Employment (HE)
Transcription
Workplace Literacy

CG

( 38)
( 39)
(148)

Pollings
Adolescent Suicide (EA) ( 36)

Age skis (CS/FS/UD) ( 35)
Avoidance Behavior ( 39)
Bereavement ( 52)
Blame ( 30)
Case Management (EC/PS) ( 71)

Client Behavior ( 30)
CoOtive Cornpledly (CS) ( 38)
Corrm*nent ** (127)

Community tiUntai Health Centers (RC) ( 45)
Computer Assisted Counseling * ( 65)
Corrpster Assisted Guidance (CE) * ( 53)

Confrontation ( 30)
::11, '=-:-;.6,1,

Cross Counselbg
Differendation (Psfrm)
Donthant Behavior (PS)
Emotions
Euthanasia (EC) *
Faking (raslinci) (Tm)
Family Systems Theory

Family TheraPY (PS)
Gestait Psychology (CS/SO)
HtMo Effect (TM)
Happiness (PS) *
Hollands Theory of Occupational Choice

Honesty (CS /PS)
Housework (CE/PS)
identity Formation *
Individuation (PS)
htormadon Analysis (CE/1R) *-k
Inkxmed Consent (RE)
Job Stress (EA/CE) *
Lffe Cycles (CE) **
Life Expectancy (SO)
Life Transitions
Loss
Machiavellianism (CS)
Masiows Hierarchy of Needs (CE/EA/RC) *
Meaningfulness (PS)

ERIC Processing Manual VIII-1-20 e

( 50)
( 45)
( 30)
( 61)
( 43)
( 33)
( 57)
( 36)
( 41)

( 30)
( 54)
( 67)

( 37)
( 39)
( 88)
( 34)
( 49)
( 57)
( 49)
(
( 33)
( 40)
( 41)

( 35)
( 50)
( 34)

FIGURE VIII-1-4b
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VOCABUTARY DESCRWORS

ERIC Facility; the iCG means iubmitted by the ERIC Clearinghouse on Counseling
and Perscumel Services.

See item D.6.e.(4) of this sectkm, "Rule of Specificity," for more rfiscussion
on concept-type Identifmrs and when they should be added to the Thesaurus.

C. Is It Useful?

Candidate Descriptors should be evaluated on the basis of their usefulness in
communication, incleshag, and retrieval. In general, the utility of terms can be
estimated by ccesidering the relative frequency of their occurrence in the literature;
the relative frequeiwy of their previous indexing use as Identifiers; their proximity in
meaning to existing Desaipton; their technical precision and acceptability in the field;
their transience, stabffity, and *staying power.* These factors are interdependent sad
must often be considered together.

d. Is It a Synonym?

An especially important ccmsideration in recommending a camfidate
Descriptor is its closeness in meaning to terms already in the Thesaurus. To prevent
unwarranted scatleriug of similar infornution, terms having certain close relationships
should be considered synonyms, i.e., synonymous from the practical point of view of
retrieval.

This guideline encompasses many near. or quasi-synonymous terms that
would not be considered as synonyms in orcrmary contexts. Fine distinctions based on
dictionary definitions are not important if they do not hold up from the point of view
of searching. The following examples illustrate groups of terms that may be
considered synonyms for the purposes of retrieval.

CITY SCHOOLS (Pairs of 'pure" synonyms)
URBAN SCHOOLS

CLASSIFICATION
CATEGORIZATION

SIGHT
VISION

ACADEMIC ACHIEVEMENT (Usage is indistinguishable in the literature.)
ACADEMIC PERFORMANCE

ADMINISTRATION
MANAGEMENT

COLLEGE FACULTY
COLLEGE TEACHERS

("Faculty" is technically broader than "teachers%
yet, "faculty" is the accepted term used in the
literature, as well as in "real life; for
postsecondary instnictional staff.)
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VOCABUIARY DESCRIPTORS

DROPOUTS
SCHOOL DROPOUTS
EARLY SCHOOL LEAVERS

CAREER CHANGE
EMPLOYMENT CHANGE
JOB CHANGE
OCCUPATIONAL CHANGE
VOCATIONAL CHANGE
WORK CHANGE

PHYSICAL DISABIIITIES
PHYSICALLY DISABLED

TYPEWRITING
TYPISTS

MATURITY
IMMATURITY

NUTRITION
MALNUTRITION

WELDING
ARC WELDING
GAS WELDING

(For purposes of effuient retrieval, 'dropouts'
and "school &wade are considered gammons;
*early schcki leaven* is the Brkish equivalent
ci the US. 'school dropouts.")

(Subtle flistinetions among these terms might
be made, but it is diffieuk to icing* a search
quay thd should not use all of them, ing
igusecakilwacsuailliagaumbelat
kikeseeziaciamanammaistionsbips for
indium, sec the word lob(s)" in the Rotated
Disiday and how k leads to each of the other
near-s)nonyms shown at left.)

(Distinctions between Verson* terms and
corresponding 'coalition* ca. *function* terms
often cannot be realistically teased apart in
indecing.)

(Terms at opposite ends of conceptual
coginuums should be tteated as synonyms what
it is =realistic to consider dealing with ow
without the otha.)

(rhe exam* shows a broad term followed by
two narrower terms in an areaperipheral to the
educational disciplines and to the interests of
the ERIC system These terms may be treated
as synonyms because of their low usage level.)

Once it has been decided to consider two or more terms as synonyms for

purposes of indexing and retrieval, one term must be chosen as the preferred term
and entered as a Descriptor. The alternative anon-prefared* term(s) are entaed as
USE references (see item 1)3).

Some nearly synonymous pairs or poupsof terms in the ERIC Thesaurus art

not treated as synonyms (i.e., preferred and non-preferred) because of a real need to
retrieve the concepts separately. These are terms in core areas of immediate interest

to the educational community and include such pairs as:

ADVANTAGED and DISADVANTAGED;

COLLEGES and UNIVERSITIES;

GUIDANCE and COUNSELING.

When this situation occurs, the two terms mug be cross-referenced, and

Scope Notes must generally be written that will permit indexers and searehas to
distinguish the tams and use them consistently.
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e. How Should It Be Structured as a Canada*: Descriptor?

All subject concepts not adequately covered by misting Descriptors and not
*true; proper-noun type Identifien sluold be evaluated as *potertiar Mesas= terms.
Potential terms that are evaluated as sywayms to existing Descriptors should be
added as UPs to those Descriptors (see item D.5 of this sectica). If synonymity is
ruled out, potatial terms are considered as "candidate Desairsone and must be
-scope (defined) then *fitted" into the structure of the Thesseus. The mechanism
for submitting candidate Descriptors (and all Mesas= changes) is the "Vocabulary
Development Form,' discussed fully in item "E' bekrar. As an indexer completes the
form (either manually or via a computer template), a number of significant points
should be kept in mind:

(1) Ambignity

Ambiguity in terminology, created by such factors as near synonyms,
homographs, differences in spelling, word forms, and bkrarchical treatment,
is a barrier to effective communication. In preparing a new term for the

Thesautust the avoidance of ambiguity should be a first consideration.
Ambiglums terminology leads to incmsistent indexing and irrelevant search

outPut

Ambiguity can usually be avoided by preparing clear, precise Scope
Notes indicating how terms should be used. Parenthetical qualifiers, e.g.,
INEQUALITY (MATHEMATICS), SECURITY (PSYCHOLOGY), are
particularly helpful in preventing term misuse.

(2) Specialization

Each area of educational technology usually develops its own
specialized vocabulary or jargon to express the concects peculiar to its own
interests. Analysis of these specialized vocabularies reveals that many of the
terms thought by a particular qecialty pexhaps to be unique are actually
identical to (or closely related to) terms used in other areas of technology.
Moreover, it is quite common for technologists in one area to borrow terms
from another and to use them for their own purposes. As an example, the
term *Transformation Them' is used in both the fields of linguistics and
mathematics to refer to highly different coucepts. Indexers must be aware of
the fact that a candidate Desaiptor within their Clearinghouse's scope of
interest may have other meanings in other fields. The acceptability of a term
can be researched by consulting dictionaries, encyclopedias, handbooks, and
other authoritative reference materials. (See item C2 in this section.)

If a term is suspected of having multiple meanings, the
Clearinghouses whose *scopes* cover the various meanings should be
consulted. Ecch Clearinghouse has a Vocabulary Coordinator to whom
questions on vocabulary matters may be directed. Throuerout the Descriptor
appraisal and generation process, these Vocabulary Coonimators, as well as
the central lexicographic staff at the ERIC Facility, should be moldered
resource persons that the indexer can contact whenever necessary for advice
and information.
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(3) Appearance in Other Thesauri

Terminological consistency among thesauri is a desirable goal, and

the vocabulary precedents estabrshed by other tbesauri and mthject healing
lists are fcglowed by ERIC Whenever practicable. If a candidate Descriptor
is included in reputable existing thesauri as a main, hulemdsle term (i.e., not

as a USE reference), then the chances are that the concept is an acceptal*

one. Nevertheless, it must be carefully ascertained that the structure,
parenthetical qualifier, and Scope Note for the term being used as a
precedent do not conffict wkh the intended use within ERIC.

The following list includes the principal thesauri and subject heading

lists used in ERIC lesicographic analysis. The first three thesauri (kerns #1-

3) and their respective databases (Australian Education Index, British
Education Index, and Canarlian Education Index) are intertwined with ERIC

iu a long-term cooperative initiative called International ERIC (informally,

1. Ausuursan Thewunu of Education Descriptors. Prepared by G.B.
Lavender and MA Findlay. Australian Council for Educational Research
Limited, Hawthorn, Victoria, Australia.

2. British Education Thesaunts. Leeds University Press, Leeds, U.K.

3. Canadian Education Thesaurus (bilingual French & English). Micrmnedia
Limited, Treento, ON.

4. Child Abuse and Neglect Thesaurus. National Center on Child Abuse and

Neglect, Washington, DC

5. Computer Dawbase Thesawus & Dictionary. Information Access
Company, Foster City, CA.

6. CRS Thesaraus/Legislative Indexing Vocabulary. Library of Congress,
Congressional Research Service, Washbgton, DC

7. European Education Thesaunu (formerly EUDISED Thesaurus
available in the nine official languages of the European Community).

Office for Official Pubticaticms of the European Communities,
Luxembouig.

8. ILO Thesaurus. International Labour Office, Geneva, Switzerland.

9. INSPEC Thesaurus. Institution of Electrical Engineers. INSPEC/IEEE
Service Center, Piscataway, NJ.

W. Unary of Congress Subject Headings. 3 vols. Washington, DC.

11. Medical Subject Headings (MeSH). 3 vols. National 1417rary of Medicine,

Bethesda, MD.

ERIC Processing Manual
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12. Nol.S4 Thesaurus. National Aeronautics and Space Administration,
Washington, DC.

13. National Oiminal Justice Thesaurus. National Institute ofJustice/NC/RS,
Rockville, MD.

14. Nwsing & Allied Health (CINAHL) Subject HeacHng List. CINAHL
Corporation, Glendale, CA.

15. PAIS Subject Headings. Public Affairs Information Service, Inc., New
York, NY.

16. SPINES Thesaurus (E.nglish/Multilingual edition). 2 vols. UNESCO,
Paris, France.

17. SPORT Thesaurus. Sport Information Resource Centre, Gloucester, ON.

18. Thesaurus of Aging Terminology. American Association of Retired
Persons, Washington, DC.

19. Thesaurus of Ergineering and Scientific Terms (TEST). Office of Naval
Research (project LEX), Washington, DC.

XL Thema= of Porhological Index Terms. American Psychological
Association, PsycINFO User Services, Arlington, VA.

21. Thesaurus of Sociological InderingTerms. Sociological Abstracts, Inc., San
Diego, CA.

22. UNESCO Thesaurus. 2 vols. Compiled by Jean Aitchison. UNESCO,
Paris, France.

23. UNESCOME Education Thesaurus. UNESCO, Paris, France.

24. A Women's Thesaunts. Edited by Mary Men S. Capek. Harper & Row,
Publishers, Inc., Hagerstown, MD.

(4) Previous Indexing

Sane new Thesawus terms require historical references to previous
indexing practices in their Scope Notes. This mous in two specific situations:

When a new term was previously a UF.

In this case, the following kind of note is added to the Scope Note field,
after the definition, or alone if no definition appears:

(NOTE: PRIOR to Month & Year. eje... Mara) INSTRUCTION
* New Term , USE old USE reference * WAS CARRIED IN THE
THESAURUS)

J41
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When a new term was not a UF, but was previously represented by
some other term(s) not obvious from the new term's disiday.
Examples are

(NOTE PRIOR to _MaSILL)rsmaage.14101_,I_StrauoLI WAS
FREQUENTLY USED TO INDEX MIS CONCEIT

(NOTE: PRIOR to Month & Year. e.g.. Dec89 MIS CONCEPT WAS
INDEXED UNDER LIsagiag...3

Such notes are usually not mammy when a new term has a BT (broader
term), i.e., has an °obvious° place to go to gather previous postings.

Also, these notes would not be needed if the previous postinp were light
enough to permit reindexing m if there were Identifier postings that could be
transferred. (See the emphasis ERIC places on repostiog under item "E,"
"Vocabulary Development Form.)

(5) Rules

The indexer generating a amdidate Descriptor recommendaticsi
should be thoroughly familiar with the Ruks and Convasdons for Destriptors
(item 13" of this section) before attempting to complete the Vocabulary
Devekixnent Form. These rules contain detafied information on the
characteristics of ERIC Descriptors and on the cross-references, Scope Notes,
and other data that make up Descriptor displays. The rules should be
applied equally by beth the generator el the Thesaiaus recommendation and
the lexicographer acting on ir.

2. The Research Process

Indexers or users wanting to add or change something in the ERIC Thesaurus often
ask "Where do I start?* and "What do I do when I get there? This section will attempt to
answer these bask questions.

a. Identifiers

(I) Using Them

Subject index terms evolve in ERIC from Identifier status to
Descriptor (Thesaurus) status as they are posted to document and journal
article citations to descrile subject content. They will not evolve and will
languish, however, if they are not posted when they should be.
Clearinghouses need to appreciate and understand Identifier functions and
applications and not be reluctant to use these terms. Certain caw:irks of
Identifiers should always be indexed if they represent document subject
matter; these are listed under Identifiers; in the Indexing Rentinekrs section
of the ERIC Indedrg Hwukook (aearinshause IruktiNg Pracdces),
Appendix C of the EPM. Indexers should familiarize themselves with these
reminders and try to apply them consistently.
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(2) Keeping a Clearinghouse List

Each Clearinghouse needs to maintain a list of new Identifiers, mit
yet in the IAL but used in bulexing, for all hulexem in the Maringliouse to
share. Each Clearinghouse Vocabulary Coordinator should keep a term file
of definitions, synonyms, etc., found in incominemprocess docnments for use
in future Descriptca- =sick:radial and justification.

b. *Heavily Posted Identifiers' List

If the question is which term to work on, the best place to look first is the
"Ilmzvily Posted Identers" list discussed in item Cl.b of this section and illustrated
in Figure VIII-1-4. Terms appearing on this list have been "priositindu by tin Facility
lexicographic staff as needmg in some way to be represented in the Thesaurus

vocabulary, either as main terms or as USE ratmucts. A new list is created with
each new edition of the Identifier Authority List (IAL). The particular list shown in
Figure VIII-14 was restricted to terms with 30 or more postings. "Heavily Posted
Identifiers* are displayed in two ways one permutation lists all of the terms
alphabetically, while the other sorts the terms Clearinghouse-by-Clearinghouse based
on scope area and/cw responsilulty for highest postings. Although arranged by
Clearinghouse, unyone in tin ERIC network cau work cut any of tbe terms at say
time. The only preliminary activity thst is needed is to notify the rest of the network
of one's intentions; this can be done by transmitting the list of terms being worked on
to the ERIC Vocabulary Review Group (use of E-mail fix this purpose is
reannmended). The Facility knicographic staff periodically updates the Heavily
Posted Identifiers list by redlining terms received and acted upon, and indicating
responsible Clearinghouses; this serves as an activity/status report for the mtwork.

C. Vocabulary Tads

Before indexers begin Descriptor (Thesaurus) development activity, it is
helpful to have available a jaukieficctioa of dictionaries and thesauri with which to
consult. The minimum, general collection reannmemled by the Facility laticographic
staff is listed in Figure V111-1.5. (A variety of dictionaries is necessary in ceder to
have at one's disposal all possiNe meanings of a term, and the available multiplicity
of interpretations given those meanings by diverse lexicographers.)

d. VDF Form Templates

ERIC Thesaurus additions and changes have various lexicographic criteria and
format characteristics that the ERIC computer system will accept. These elements
have been built into the ERIC Vocabulary Development Form (VDF) (see item E of
this section), and indexers preparing for vocabulary development work should either
have a stack of paper VDFs on hazd or the form on a template that can be copied
and used again and again on their microcomputers. See Figure VII144 for a paper
VDF (filled-in example). See Figure VIII-14a for a VDF mkrocomputer template
and Figure VIII-1-91) for an example of what that template might look like when
completed. Paper VDFs are obtained from the ERIC Facility lexicographic staff. For
anyone needing a blank VDF template, the one illustrated in Figure VIII-1-9a is
available in WordPerfect 5.1 format from the ERIC Facility. Two additional

-^".

'I ,)
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LalCOGRAPHIC AUTUORITIES

Didiggadgi
Webster's Ninth blew r4eglate Dictionary. Spring&rid, MA: Merriam-Webster Inc.
haltikalikagOlLagiONYAratta.gt Bost= Houghton Mkt
EinisaLliziastAilibtaikamialkno. New York Random Ham
2simiAmadamatignanf. New York Oxford link, Press.
An imirbikeisliatemei.

Thistle
Thesaurus of Psycholoolad Index Tenng (8th ad). Washington: Amerkan Psychological

Association, 1991. $65 ($49 for members of the ARA).
APA, Order Department, P.O. Box 2710, Hyattsville, MD 20784. (800) 338-4980.

Thimuffla of Sockdoolad Irtgedng Terms (X eth. San Diego: Sodological Abstracts Inc.,

198a $82.
SocAbs, P.O. Box 22208, San Diego, CA 92122.

Lao, Shirley, ed. CRS Thesatjts/LeOslative Inclexklg Vocabtdary (19th ea Washington:
Congressional Research Servkm. 1990.

Library Services Div., CRS, Lthmry of Congress, Wastington, DC 20540. (Free, but hard to
disk, directly; CRS advises mquestklg via your Congressperson.) (CRS/Isluggibn
Microthesaunis avalable also.)

Nationed Cftktablusgm Thesaurus, Rockv5e, MD: National inetkute of Justice, 1990. Cali for
price (1989 ed was $25 (U.S.)].

Notices! Institute of Justice/NCJRS, Department F, P.O. Box 6000, Rockville, MD 20850.

(301) 251-5500.
Capek, Mary Ellen S., ed. Affluitranneurug. New Yoric Harper & Row, 1987. $37.50 +

$2 shipping.
Harper & Row, Prklishers, Inc., Mail Order Dept, P.O. Box 350, Hagerstown, MD 21741.

British Education Thessints (1st et. Leeds, U.K.: Leeds Universky Press, 1988. 45 pounds

(check newspaper for USD). fici due ort in Oct91.)
Leeds University Press, Unlv. of Leeds, Leeds L52 9JT, UNITED KINGDOM.

Nalk* Tliesattus (1988 ecil. WashkrZon: National Aeronautics and Space Admbistration. Vol. 1,
Hierarchictd Listing-$40. VoL 2, Access Vocabulary-$20. Vol. 3, Definitions-415.

Available front National Technical Infonnation SOMCO, Dept of Commerce, 5285 Rat Royal
Road, Springfield, VA 22161.

Medigglubjectlieadkva. MeAti (19921. Bethesda, MD: Nationrd Lbary of Medicine. Annotated
Alphabetic Ust-$40 (P892-100031). Tree Stnrcttiss-$35 (PB92-100049). Permuted Medical

Subject Headings-$31 (P892-100056).
Available front National Technktal Information Service (address above): prices are for U.S.,

Canada, and Modal
Thesaurii§ffilginhfivkgual 19e8 edition s4 the 1984 Emb1ox1). Paris, France: UNESCO.

Over 11,000 science and technology terms with multilingual cross-references (SPINES Is an

acronym for °Science and Technology Policy information Exchange System". $57 for two
volumes: Vol. 1, Alphabetical List.; Vol. 2, List of Intl Orgardzations & Projects, Thematic Ust,
Permuted Ust, French/Spanish/Portuguese to Enfdish Lists.

Available from: UNIPUB, 4611-F Assembly Drive, L-anham, MD 20706-4391. (301) 459-7868.

FIGURE VIII-1-5: LEXICOGRAPHIC AUTHORITIES (MINIMUM COLLECTION)
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examples of what completed VDF templates might look like are shown in Attachment

#2 of this section.

e. Precedence

It is accepted practice that indexen and lexicographers should look for and
generally follow the precedents laid down by those who came before them. For
example, the ERIC Thesaurus sad IAL favor PROGRAMING ow
PROGRAMMING, CATALOGING over CATALOGUING, DIALOG over
DIALOGUE

E Expedience (or "No for the Price of (ne")

When working on one term, references to dleers will be sew or will come to
mind. Often it is beneficial in terms of time and effort to work on several at the same
time.

BECENILY COMPIETED
Mittatana RECOMMENDATIONS > CM= MIRM(S) COMPLETED AT MIR

CAller18413

CAREER INFORMATION SYSTEMS > RT JOB BANKS

RESISTANCE (PSYCHOLOGY) > Ws RESISTAN( E TO CHANGE
RESISTANCE TO TEMPTATION

UF Acccata (Vocal Scrams) > UF Accents (Dialects)

TROUBLESHOOTING > NT DEBUGGING (COMPUTERS)

Thus, for instance, in researching TROUBLESHOOTING above, the
indexer/lexicographer encountered sufficient documents and other information on
DEBUGGING, to make defm* and structuring two terms no more demanding than
doing one.

g. The Easy Steps for Thessams Recommendations

The steps numbered 1-5 below are the tasks needed to complete most
Descriptor additions and changes.

(1) Scope Notes

The first thing a Descriptor or Thesaurus term usually needs is a
definition so that indexers and users will understand how the term is used or
will be used. Other database thesauri (see Figure VII14-8 and item B.6 of
this section) should be checked to see how they define and use a term;
definitions can be borrowed *as is: without attaution. Care should be taken
to ensure that plural Scope Notes are used for plural terms and singular
Scope Notes for singular terms.

Dictionaries and glossaries should also be checked if they are
relevant to the context of the term being researched (i.e., lOcely to have the
term). The ERIC database itself should be searched, titles =mined from

May 1992 ERIC Proms* Manual
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the ragouts, and appropriate documems selected for dogged examination
usually via microfiche. Definitions selected or caged &cm the usual ERIC
literature am usually more meaningful and compollessive than those found
in ffictionaries. Much of this work will have already been done, however, if
one has remembered to document the term as it was island on new
accesskuss (see item C2.a.(2), 'Veep* a Clearinghouse List," above).

Defmitkms found should be keyed cr wrktea old ow by one (with
authmity dike noted before or after each). Three definitiom from three
authorities (ERIC documents are accegted as authorities) should be the
minimum number considered. But one should not get carried away!
Definition dee beymd what flannelly would fit on a page of 12-poist type is
probably excessive. The Wm is to get several skfinitions from different
autboritits that can be examined as one package, and from which a final
definition or Scope Note can be synthesized. All syntheses, from the first
attempt to tlx final version, may be accumulated, providing a record of the
processes one goes thrmigh in defusing a term Such documentation is useful
to the final tem-recommendation package submitted to die Fealty
lexicographic staff.

Care should be taken to parenthetically qualify a tem that is
ambiguous, e.g., SYMPTOMS without quafification is too broad. It is also
helpful for terms that are defined restrictively to give the Thesaurus user
somewhere else to go, e.g.:

RESTRICTIVE SCOPE NOTE DEFINITIONS

DEFENSE MECHANISMS Intrapsychic strategies
and by individuals to avoid or confront unreasonable
or undesirable impulses, feelinp, or ideas

PAIN Distress and suffering caused by injury or disease ot
tbe body

DEPENDENCY (PERSONALITY) Reliance ou
other persons or things for contfart and support

ALTERNATIVES GIVEN IN PARRNTEE'TICAL
INDEXING NOTE (OF SCOPE Nom

(Now Fcc phpiologied or roologIcal defense stecbsnisras, inc
'Defense Reactions (Phrtiolog)' or 'Animal Eitienses° as
Identifies)

(Now Do not use for =notional pais, for which see tbe
Mystifier Tniotionel Distress")

(Now Do sot ase for drug or economic dependecim fix which
see DRUO ADDICTION or the Identifier TegendPney
(Econotnies) )

Additionally, the Scope Note may need to advise indexers and users of
indezable Identifiers in addition to available Descriptors. For example, the
Scope Note for PAIN advises "see also Identifiers 'Low Back Pain,' *Pain
Control," and *Pain Tolerance" this reminds indexers of Identifiers in
addition to the most specific available Descriptor and searchers of laiditional
available retrieval terms.

(See rules and conventions for Scope Notes, kern D.4 of this section.)

-
ti
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(2) UF/USE Terms

These become more apparent as a term is analyzed and scrutinized
in the course of the vocabulary development proms. UFs should be
documented when encountered in the literature and, when readied for
Thesaurus input, should each be searched free-tmit in ERIC to reveal
additional variations. Scattered or inconaant Identifier forms provide many

clues. Provitfickg that the ERIC criteria arc met, the most ammonly used
form would normally be picked as the main Mamma tam.

(See rules and conventions for UP/USE Rehm:aces, item D.5 ofthis

section.)

(3) BTs/N'Ts (Hierarchical / Generic Structuring)

Properly placing a term in its proper Thestnaus hierarchy is not
especially complicated lime remembers to compare similar orparallel terms'
hierarchies (e.g., HOMICIDE/SUICIDE generic trees) and to find the best
fit therein. Indexers should evaluate potential hierarchical placementsall the
way up the hierarchy. For example, PRIVATE SECTOR miest look suitable
initially as an NT in the display of ECONOMICS, but ECONOMICS is an
NT of LIBERAL ARTS, and it is obvious from looking at the total
LIBERAL ARTS hierarchy (in the Thesounts Ifierarchical Display) that
PRIVATE SECTOR does not belong there.

(See rules and conventions for Narrower Terms/Broader Terms,
item D4 of this section.)

(4) RTs (Related Taus) / Group Code

Related Terms (RTs) can be collected in the Agtalumnsgargh.sag
of the vocabulary development =vise, descrated in item C2.g.(5)
immedistelY Wow (as cffosed to the AillkttitylCIUSIL(ScIIRraliaLISII
descaled in item C2g.(1) above). The Descriptors indexed on the
accessions retrieved in the searei of a given term should be looked at
accession-by-accession and the miez recorded that appear to be closely related
to the term in question. The recorded terms should be alphabetized, then
evaluated in the context of each ei their reciprocal displays. Frequency of
concurrent occurrences is a posstile relatedness gauge. NTs of a single BT
are often RTs of each other (e.g., MOODS/ANX1ETY/MORALE are NTs
of the BT PSYCHOLOGICAL PATTERNS and RTs of each other).
Proliferation of RTs can usually be avoided if one avoids the redundancy of
carrying both general/broader and specific/narrower terms (e.g., not carrying
FAIR USE (COPYRIGHTS) in the displays of FILMS, PUBLICATIONS,
and PLAGIARISM when the general term COPYRIGHTS is already there).

By noting the Group Codes of the various terms considered as
possibk cross-references, one will arrive at a reasonably good idea of the
appropriate Descriptor Group fce a term by the time eross-referencing has
been completed.

(See rules and conventions for Related Terms and Descriptor
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Groups, items D.7 and 1)3 of this section, respectively.)

(5) Back' lk

The beck el the Vocabulary Devekcsneut Form asks for two impact
statemems regarding each Thesaurus transaction, i.e., (1) Impact on the
Thesams, and (2) Impact on the Dmabase. The "Impact oa Thesaurus*

block is intended as a rentinder to always couskkr the lermivangy terrain'
encompassing a given concept. Preparers me the space provkled to imiude
information that will support or justify their recommendatim The Facsity
lexicographic staff generally copies data word-for-word from this block for use

in the Vocabulary Status Report, clisseminated to the ERIC Vocabulary
Review Group. The block can be left blank. Contrived, "par phrases such
as "this term is a rapidly growing concept, important to the field supported
by this Clearinghouse; which carry no substantive informatics; should be

excluded.

Indexers and other preps= of the Vocabulary Development Form
frequently approach the "Impact on Database° block with more trepidation
than any other demos on the form. This is because the decision cm how

much to search is &en subjective, based on a =caption of what "typical'
users might want or need. Preparers must put themselves in the place of the
users, searching as comprehensively (as far back io time) as judged to be
reasonable and practical for the user group members. *Searches should
consider Identifies hits first, followed by searches of titles, full-
text (abstract, etc.)/latest years, and full-text/other years, in
that order. Also, vocabulary searching is usually more cost-
effective if done using a CD-ROM system. The complete full set
of citations found can first be winnowed down considerably by removing those
having one or more of the Identifiers selected for transfer (and listed an the
VDF form). Upon achieving the set of aadons after "Dotting our the
Identifiers, a CD-ROM system can be used to psge down through the Id
mugs one-by-one. The prep= should mark on the computer or on paper
those to be posted major or minor whale "Mug our any that are not relevant.
As the exercise progresses, adclitional Identifiers for transfer will be
identified. A list of potential RTs should be made frmu the index terms in
each record (see item on "ItTs/Group Code` above).

(Ngic: Because most proposed Descriptors worked on by
Clearinghouse staff are within that particular Clearinghouse's scope area,
vocabulary development searching usually replicates existing, inhouse
searching done as part of user services. Any new searches that art required
should crirmarlly soil be appropriate for inclusion in the Clearinghouses'
collections of convenient 'search saves.")

manuanaangei Me new terms, are recommended and entered
using the Vocabulary Development Farm. Preparers should input sally the
part of a term &splay that needs to be changed. It is helpful to avoid minor
format changes Illce DOWNS SYNDROME > DOWN SYNDROME,
LIMITED ENGLISH SPEAKING > LIMITED ENGLISHPROFICIENT,
where alternathes and orighmls are alphabetically adjacent, until such time
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as the entire ERIC file can be made toosistent via a reload.

h. Other Reminders

Proposed new or modified Descriptor displays are always documented on the
Vocabulary Development Form. In addition to the basic recommendation itself, each

form submitted to the ERIC Facility for Thesaurus consideration generally should

include the following

(a) Back of Form

i) 3 + authorities (definitims or Tin:saurus displays);

ii) Identifier rst (terms to be transferred to Descriptors);
iii) Accession number list with major/minor &sanctions (excludes

accessions posted by Identifiers in above list).

(b) Computer search

i) Search strategn
Typed/Printed Records may be marked up with an prepares
major/minor designations, explanatory notation, etc.; may be submitted
on flopor disks (3V2- or 51/4-inch); printouts of =wined records,
particularly of those using previously fisted Identifiers (from Identifier
List,* item ft above), normally should not be sent to the Facility.

(c) Copies of Ages from ERIC documents and specialized dictionaries,
containing definition or other explanatory materials (copyin of standard
dictionary pages is unnecessary).

D. Rules and Conventions for Dessziptors

1. General

The rules and conventions that follow have been designed to help ERIC indexers and
lexicographers make consistent decisions relating tm the addition and modification of terms in the

Thesaurus of ERIC Descriptors. They are based on two earlier ERIC publication&

ED 033 740Rules for Thesaunts Preparation, 2nd edition. September 1969. Prepared by the
Panel on Educational Terminology (PET)., US. Office of Education.

ED 188 621-41P Manual: Guidelines and Procedures for ERIC Vocabuklly Development.

December 1978. Prepared by Barbara Booth, first coordinator of the 1977-80 ERIC

Vocabulary Improvement Project (VIP).*

'For more discussion, sec the Anaelansmst #1 to this section,junashaatzema.

May 199 2
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Rules for Descriptor selectirm inkci anatnietke ate covered below under "Main Terms.' This
is followed by detailed clisonsions of each of the parts of main term (splays, including "Descriptor
Group" codes, "Uwe Notes* or term ckfinitions, and cross-refierences. Cross-references include Used
For/USE References, Broader/Narrower Terms, and Related Terms.

These rules must be adhered to in the completion of the Vocabulary Development Form (see

item "E" of this section). The rules follow dm standards el practice advocated by the American Notional
Standard addaxes f o r the Consoucdon, Fonno4 and Maintmaiwe of Monoilisiguol Thessof
(ANSI/NISO 739.19-1994"

2. Main Terms

a. General

The concepts "main term* and "Descriptor* are equivalent when used in the sense of
egatraeg thesaurus vocabularies. Main terms are the prehrred, postal* terms in a
thesaurug they are used to index and search (i.e., descthe and retrieve), in a consistent
manwr, the subject content of documents entered in an informatka system.

Any information retrieval Thesaurus will also contain "non-preferred" synonyms or
quasi-synonyms, included to provide alternative pathways to the main terms or Descriptors.
In ERIC, these are referred to as "USE references!

The following discussion focuses on the selection and construction of ERIC
"Descriptess." See item D3 of this section for details on "USE references."

b. Descriptor Selection

A Descriptor is any single or mukiwced team that appears in the Theraious and that
may be used for indexing a document or journal article. Rules for selecting Descriptors are
as follows:

(I) Appearance In Literature

Allescriptors should represev important wncepts actualtv found
in the literature of the &whim (as contrasted with concepts arrived at
theoretically, independent of the literature). They should also reflect the actual
language used in the literature to mress such concepts.

(2) Acceptability to ERIC Users

Descriiters selected should have an agreed-upon meaning and should be
acceptable terminology for relevant user groups. The judgment of acceptability will
involve decisions as to obsolescence, negative connotations, colloquialness, and other
factors.

Acceptability must be considered in terms of the wide-ranging scope of

"Proposed 1990 revision of ANSI 73919-1980. Developed by the National Information Standards Organization
(NISO); circulated 1/10/90 among NISO voting members for comment.
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education and its highly diversified user community. Care should be taken to avoid
parochial points of view. Compromise may be necessary when the termienlogy needs
of separate areas of specialization are in conffict. (See also rule "(6)* under
"Descriptor Construction* below.)

(3) Usage Frequency

Frequency of occurrence is a factor in estalAishing Descriptors. Records
should therefore be kept ci the number of times candidate terms have been used in
bide,* and/or searching.

NOTE: As a general rule of thiunb, concepts should be considered candidate
DescriFscas after 5 usages as Identifiers and should be included somewhere
in the structured Theses:nu vocabulary (either as Main or USE terms) after
approximately ICI users. Excluded from this rule are, of course, those
Iden6fiers representing very specific entities that cannot qualify kg- Descriptor
status (e.g., names of organizations, projects, people, specific equipment,
gemaphic locations, etc.).

(4) Multiword Descriptors

Multiwcsd Descriptors (bound terms, precoorcfinated terms, and others)
should be used whenever single-word Descriptors cannot clescrilx concepts adequately.
Many problems of this type can be solved by the careful application of rule *Or
above. The following points should be considered:

Use of a multiword Descriptor is justified if any of the incfividual
words in the mukiword Descriptor could combine with other
Descriptors so as to produce frequent false coordinations.

Extunple: STUDENTS
TEACHERS
ATITTUDES
STUDENT ATTITUDES
TEACHER ATITTUDES

Use of a mukiword Descriptor is justified if the individual words
of that mukiword term are also unique Descriptors that, when
coordinated with each other, would retrieve concepts different
from that retrieved by the mukiword term.

Example: STUDENTS
TEACHERS
STUDENT TEACHERS

If a single-word term is so general as to be virtually useless in
maueal searching (e.g., SCHOOLS), consider linking that term
with another term (e.g., SECONDARY SCHOOLS).

(See also rule *(7)* under "Descriptor Construction" below.)
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c. Descriptor Construction

(I) Word Farm

Descriptors are Ihnited to nouns and noun phrases; however, these
include nouns derived from verbs and adjectives.

DISADVANTAGED (from adjective)

DROPOUTS (from verb + adverb)

PROBLEM SOLVING (from verb + object)

STUDENT EVALUATION OF
TEACHER PERFDRMANCE (noun phrase)

(2) Sktgular vs. Plural

In choosing between singular and plural noun forms, the precedents
of the ERIC Thesawus (based au keg-established rules of major indexing
and subject cataloging operations) should be followed:

The plural fonn should be used for °count nouns"things or
entities about which one asks 'how many?," e.g.,

COMPUTERS SKILLS
OCCUPATIONS STUDENTS
PROGRAMS VISUAL IMPAIRMENTS

The singular form should be used for *mass nounenouns about
which one asks 'bow much?" This includes those nouns derived
limn verbs and adjectives that rewesent processes, attributes or
properties, and conditions, e.g.,

ABILTIT EVALUATION
ACHIEVEMENT LEADERSHIP
BACKGROUND REGIONAL PLANNDIG
DELINQUENCY TIME

Common usage should be followed for term types not covered by
these general rules, e.g.,

DEMOCRACY not DEMOCRACIES

(3) Length

Descriptors are limited to 50 characters, including blanks.

(4) Character limitations

Allowable characters are limited to the letters A-Z, the Arabic
numerals 0-9, and parentheses 0.

vILI-1-36 May 1992



VOCABULARY - DESCRIPTORS

(5) Letters First

A Descriptor should not begin with a numeral, e.g.,

GRADE 4 not 4th GRADE

(6) Parenthetkal Qualifiers

Parentheses may be used for two purposes, i.e.,

Homographs

If a Desaiptor is judged to be a homograph, it must have a parenthetical
qualifier, e.g., DEPRESSION (PSYCHOLOGY), DEPRESSION
(ECONOMICS).

The parenthetical qualifier is considered an integral part of the
Descriptm, and both homograph and qualifier are used together in
indexing and searching.

For any given homograph, there may exist as many Descriptors consisting
of homograph plus parenthetical qualifier as there are unique indexalie
meanings for that homograph.

Caution: Do not use another homograph as a parenthetical
qualifier, e.g.,

GRADES (SCHOLASTIC) not GRADES
(MARKS)

Invalid Descriptors

Invalid Descriptors ("dead* terms) art qualified with notations indicating
their "life span,* e.g., LABORATORY TECHNIQUES (1967 1980),
SECURITY (1%7 1978).

Life span qualifiers are integral palts of invalid Descriptors, and their
presence precludes further indaing use of such Descriptors.

(See discussion on "Former Main Terms* below, item "e".)

(7) Natural Word Order

Multiveced Descriptors should reflect direct, natural word order, as
found in the literature.

ADULT EDUCATION not EDUCATION OF ADULTS
FREEDOM OF SPEECH not SPEECH (FREEDOM OF)

Do not use inverted entries.

BEHAVIORAL OBJECTIVES not OBJECTIVES, BEHAVIORAL

-

L# Li LI
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One of the reasons fax restrict* the use of parenthedcal qualifiers to
homographs and invalid Descriptors is to preclude the use of inverted entries.
Ail words in the Thesaurus, whatever their position in the Descriptor, arc
accessilie through the Rotated Display, thereby mak* invated entries
unnecessary. (See item B.7.b.(1).)

(1) Ahheeviatitms and Amer=

Abbreviations and =ems are inherently ambiguous and should
generally be avoided as Descriptors. Exceptions to this rule are acronyms
that haw replaced their spelled-out versions in common &course, either
nearly (e.g., PUS) or totally (e.g., LASERS). Most acronyms that appear
in the Messina are non-indexable USE references (e.g., EIV, Use
EDUCATIONAL TELEVISION).

(9) Sex Neutral Terminology

Sex neutral Descriptors are preferred when a concept is intended to
refer to both sewn, e.g.,

CRAFT WORKERS
ENLISTED PERSONNEL
HOMEMAKERS
LAY PEOPLE
LABOR NEEDS
SEAFARERS
NEEDLEWORKERS

not
not
not
not
not
not
not

CRAFTSMEN
ENLISTED MEN
HOUSEWIVES
LAYMEN
MANPOWER NEEDS
SEAMEN
SEAMSTRESSES

Preference of sex neutral language does not preclude the creation of
legitimate population terms such as EMPLOYED WOKEN, FATHERS,
WOMEN FACULTY, etc. Terminology of this nature is necessary when
such specific populatke groups are the frequent subjects of documents.

d. Descriptor Format

(1) Structure (Alphabetical Display)

The structure of a typical Descriptor in the main Alphabetical
Display (Working Copy) is illustrated in Figure VIII-1-6.

(2) Capitalization

Although Figure shows upper and lower case letters, the
Thesaurus file is actually in all upper case, and the Thesaurus Working Copy
used by ERIC indexers appears in all upper case. Indexers are required to
transcrle terms in their Working Copies to the upper/lower case format of
RIE/aTE recordsinitial capkal letters for all words, excluding preposition,
articles, and conjunction when they ate not the first word (e.g., Aeskictigu
inlgrsc, I Stakaitudaw).

The published Thesawus editions appear in upper/lower case; these
are programmatic conversions (done by the publisher) of the all upper case

ERIC Ptomains Menial
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GROUP CODE
Main Term)

2.021MQR
( 4141,,,43

COMMUNICATIONS 710
ADD DATE -...+ JUL66 (2,781) POSTINGS COUNT

SCOPE NOTE
SN Scknee and technology of the

transmissbn and reception of Usage Definition
informaion (NO= Oar to
Mar80, the Thesaurus carried the
instructkas, "Communiotion Prim. Iodating Note
Netwcub, Services. or Systems,
USE Thlecommunicatioa)

UF Communications Networks
Communications Services
Commtmications Systems 4.00.0.0.
Mass Media Teehnobgy #
Media Technology (1968 1980)

NARROWER TERM ingilk NI' Audiovisual Communicant=
Tdecommunications
Technology
Cybemetks
Delivery Systems
Distrbudve Education
Hypamedia
bfonntion Networks
Information Pmcessing
Information Technobgy
Infmmation Theory
Information Trans(er
Interactive Video
Mass Media
Network Analysis
Netwaks
Nougat Media
Propaganda
Publications
Publicity
Social Networks

USED FOR

BROADER TERM BT
RELATED TERM RT

Three USE Reference
reciprocals ti the
five USED FOR terms
listed above

Communications Systems
Use COMMUNICATIONS

Mass Media Technology
Use COMMUNICATIONS
and MASS MEDIA

Media Technology (1968 1980)
Use COMMUNICATIONS

Multiple Use Reference
for Coordination et Two
(or Mae) Terms

Former Descriptor Used
from 1968 to 1980

L7GURE VII144: SAMPLE MESALIRUS ENTRY

L. Li k..)
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Thesaurus mastes file.

(3) Alphabetization

Alphabetization of the main Alphabetical Display is seakkagal
according to the following sequence:

Left Parenthesis;
Letters in Usual Order;
Numerals in Usual Order.

Word-by-word ordering (corresponding to the subject indexes of RIE
and CUE) began in 1980, as a conversion from letter-by-ktter
alphabetization.

(4) Group Codes

The 3-digit Group Code is used to place a particular Desaiptm in

one of 41 Descrior Groups. These groups are broad subject categories that
provide an overview of the Thesaurus vocabulary. They can be used for
general browsing ex for searching. For more information, see item 13.3 of
this section.

(5) Add Dates

An Ackl (entry) Date, e.g., AFR90, accompanies each Descriptor in
the main Alphabetical Display. Add Dates are assigned programmatically at
the time a term enters the Thesaunss file. The earliest 'rear Add Date is
AUG68. Month and year of entry are OM for each Desaiptor added frmn
AUG68 to the present. All Descriptors entered earlier than AUG68 have
been given the arbitrary Add Date of JUL66, the approximate point in time

at which ERIC indexing began.

Add Dates are intended to help users in the preparation of search
s.atcgics. They represent calendar dates, jig RIE or CUE issue dates.
Rigid interpretation of Add Dates should be avoided. A even addition may
not show up in RIE or CUE fee up to 6 months after its Add Date. Also,

because of backfile corrections, Descriptors mg sometimes be seen on
accessions that are earlier than the Add Dates of these same Descriptors.
Additionally, postings of Descriptors carrying JUL66 may not actually goback

that far in time, or may be earlier if applkd to one of the original, pre-RIE
historical collections (Disadvantaged, OE Research Reim.% 1956-65, etc.).

(6) Postings Counts

As an additional aid to users, the Alphabetical Display provides a
Postings Count for each Descriptor. This notation indicates the number of
times the term has been used as aher a major or minor Descriptor in ERIC
indexing. It wears on the second line of the Descriptor display aud above
the Scope Note. In the Working Copy, it is to the right of the Add Date and
within parentheses, and shows total ERIC postinp for the term at the time
the particular issue was produced. In the published Thesaurus, separate
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postings counts are given for CUE and R1E.

Examination of the postings for a Descriptor may lead the user to
check the ternes cross-references. Fee example, a term with 3,000 postings
cannot be searched easily manually, but one or more of its Narrower Terms
(NTs) might well be. Oa the other hand, a term with only 15 postings might
suggest that the searcher also consider including the term's Related Terms
(RTs) sx even its Broader Terms (BTs) hi the search strategy.

All terms in the Thesawus have actually been used in indexing. Any
terms showing zoo postings were in the process of being re-posted as that
particular Thesawus edition went to press, and will show their true postings
in subsequent issues.

(7) Scope Notes

Descriptor Scope Notes (SNs) give definitions and/or usage
restrictioas, and often provide special instructions for inch:Nen and searchers.
For a complete discussice of Scope Notes (their roles, how they are
developed, how to interpret them, etc.), see item DA of this section.

OP Cross-References

At least one of the fcglowing types of cross-references accompanies
every Descriptor in the Thesawuf Alphabetical Display. See items as
indicated (in this section) for complete details about each type.

UF (Used For)/USE Referencesitem D.5.
Narrower Terms/Broader Termskem D.6.
Related Terms--item D.7.

(9) Thesmous Displays

In adcrition to the main Alphabetical Display, three additional
displays of the Thesawus are provided to assist in indexing and searching.
These are the Rotated Display, Ifierarchical Display, and Descriptor Group
Display. See this section's item B.7 for a discussion of each.

Former Main Terms

Former indexable Desaiptors are identified in the Thesawus by parenthetical
"life span" notations, e.g., "(1982 1990)." These notations show the period of time in
which the terms were used in indexing.

These terms fall into categories "(1)* and "(2)" below. A third category "(3)"
no longer appears in the Thesaurus.

(1) 'Transferred* Descriptors

These are former main terms that have been downgraded to the
status of USE references, e.g.,

May 1992 VIII-141 ERIC Processing Manual
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VOCABUIARY - DESCRIPTORS

Examplet SPATIAL RELATIONSHIP (1966 1980) 920

Mar80 (254)
SN Invalid DescriptorUsed for both the spatial relationship

among areas of a facilky and the spatial orientation of
individualsSee the Descriptors "Spadal Relationship
(Fealties)," "Spatial Ability," and "Personal Space" for
these concepts

Invalid Descriptors have the same main-entry form as Descriptors
that have been downgrinled to UF status; however, there is a significant

difference betweat the two. Former Descriptors shown in the Thesmaus as
UFs have been, or are in the process of being, deleted from the ERIC
computer files, Le., their postings have been (or will be) 'transferred" to the
preferred USE term(s). (For the present stems ci these terms, see the
"Transfened Descriptors* section of the published ERIC Mesa u is.) On the
other baud, invalid Descriptors remain in the ERIC files, and a
comprehensive conputer search of sthjects represented by invalid Descriptors
would necessitate their inchnion in one's search strategy. (For a complete list
of invalid Descriptors, see the "Invalid ('Dead') Descriptors* section of the
published ERIC Thesawus.)

A major objective of the ERIC system is the maintenance of
synchronous authority and index (postings) files. Most fanner main tams
can be automatically reposted to one or more active Descriptors. Invalid
Descriptors, however, cannot be handled in this manner. The inconsistency
of their postiugs malses invalid Descriptors what they are. "Dead term" status
effectively puts a hold on a concept, preventing ks further use in indexing and
allowin it to be set aside fa possible manual reindezting (i.e., incrividual
examination and reindaing of original records) at a later date. As time and
funds permit, invalid Descriptors are reposted to preferred, active terms.

(See also discussion on "Ambiguous Usage" under "Scope Notes,"
item D.4 of this section.)

(3) Deleted Descriptors

This third category of former main terms refers to concepts that have
been totally removed from the Thesaunu file. The total number of terms in
this group is quite small as compared to the other two categories, comprising
no more than 30 Descriptors since ERIC became fully operational in 1966.
These terms may be characterized by one of the following descriptions:

Little-used ambiguous terms that encompass no appreciable subjett
content, e.g., ADVANCED SYSTEMS, LIMITED EXPERIENCE.

(These have been purged from the ERIC database and are no longer
searchable; they may, however, be seen in older printed indexes.)

Little-used highly specific tams whose existence cannot be justified
because there is little or no data in ERIC on the subjects they represent,
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e.g., BIRACIAL GOVERNMENT, CABINET TYPE PROJECTORS.

(LUce the firs type, these also haw been purged and are no longer
searchable.)

flighly specific proper nouns or mined terminology that more
appropriately should be posted in the Identifier field, e.g.,

CHAUTAUQUAS.

(Though no longer in the Thesasaus, such terms are legitimate Identifiers
and may be searchedsee Identifiers,* Section VIII (Fart 2).)

3. Descriptor Groups

The ERIC Thesaunu, like many other information retrieval thesauri (particularly those
that cover fields as broad as "education"), incorporates a system of koad subject c:ategories into

which all Descriptors are grouped. These "Descriptor Groups" essentially represent a "table

of contents* to the Thesaunu mut iwovide an overview of the subject coverage of the ERIC
system. Descriptor Groups provide easy initial access to the Thesaurus wad are particularly

useful to new or infrequent ERIC indexers and searchers who need to quickly obtain a basic

familiarity with the total ERIC vocabulary. Descriptor Groups can also be helpful to the mar
experienced user in providing a means ci narrowing down the total number of terms to be
looked at, whether the task is indexing, searching, or lexicoraphic analysis.

The current ERIC Descriptor Groups are listed in Figure VIII-1-7; each group is
identified by * unique 3-digit code.

This set of 41 Descriptor Groups was developed during the 1977-80 Vocabulary
Improvement Project and first appeared in tlw 8th published edition of the Thesawus

(Completely Revised, 1980). A previous set of 52 groups (developed in the late Ms)
appeared in earlier published Thesawus edlions. There was much overlap between the earlier

groups and the Thesaurus hierarchies. One of the purposes of the revision was to eliminate,
as much as possli* this unneeessary hierarchical reiteration.

The Descriptor Group section of the published Thesaurus includes a Scope Note for
each group, indicatin subject coverage and including cross-references to other closely related
groups. This is followed by a 'Descriptor Group Display* in which the terms are listed
alphabetically within each group.

The Descriptor Groups are represented by the series of 3-digit codes shown in Figure

4111-1-7. Each Thesaurus Descriptor has one of these codes in its record. The Alphabetical
Display carries this code and serves as au index or key to the groups.



Groups Related to LEARNING AND DEVELOPMENT

110 LEARNIW1 AND PERCEPTION
120 INDIVOUAL MIELOPMENT AND CHARACTERISPCS

Groups Related to PHYSICAL AND MENTAL CONDITIONS

210 HEALTH AND SAFETY
220 MAMMIES
230 MENTAL HEALTH
240 COUNSEUNG

Groups Related to HUMAN SOCIETY

510 THE INDIVIDUAL IN SOCIAL CONTEXT
520 SOCIAL PROCESSES AND SMUCTURES
530 SOCIAL PROBtEMS
540 BIAS AND EQUITY

550 HUMAN GEOGRAPHY
560 PEOPLES AND CULTURES

Groups Related to SOCIAVECONOMIC ENTERPRISE

Groups Related to EDUCATIONAL PROCESSES AND
STRUCTURES

310 THE EDUCATIONALPROCESS: CLASSROOM PERSPECTIVES
320 THE EDUCATIONAL PROCESS: SCHOOL PERSPECTIVES

610 GOVERNMENT AND POLITICS
620 ECONMSCSAKI FINANCE
630 LABOR AIM EMPLOYMENT

640 OCCUPATIONS
WO BUSINESS, COMIERCE, AND INDUSTRY

330 THE EDUCATIONAL. PROCESS: SOCIETAL PERSPECTIVES Gromps Related to INFORMATION AND
340 EDU CATIONAL LEVELS, DEGREES, AND ORGANIZATIONS COMMUNICATIONS
350 CURRICULUM ORGANIZATION
360 STUDENTS, TEACHERS, SCHOOL PERSONNEL 710 INFORMATIOWCOMMUNICATIONSSYSTEMS

720 COMMUNICATIONSMEDIA
730 PUBUCATIOWDOCIATENTIYPES

Groups Related to CURRICULUM AREAS

400 SUBJECTS OF INSTRUCTION
Groups Related to MEASUREMENT AND RESEARCH

410 AGRICULTURE AND NATURAL RESOURCES 1310 RESEARCH AND THEORY
420 ARTS 1320 MEASUREMENT
430 HUMANITIES 630 TESTS AM) SCALES
440 LAN 3UAGES
450 LANGVAGE AND SPEECH

460 READING Groups Related to FACILITIES AND EQUIPMENT
470 PHYSICAL EDUCATION AND RECREATION
400 MATHEMATICS 910 EQUIPMENT
480 SCIENCE AND TECHNOLOGY 920 FACIUTIES

FIGURE DESCRIPTOR GROUPS
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Example:

AlubakticalThada

ADULT LEARNING 110
JUL66 (1$22)
BT Learning
RT Adult Development

Adult Education
Adult Progams
Adult Sturfents
Adults
Andragogy
Lifelong Learning

Ilaszigocarmakirdu

110
LEARNING AND PERCE.PTION

Ability Identification
Abstract Reasoning
Adult Learning
Arousal Patterns
Associative Learning
Attenfion
Attention control
Audience Response
Auditory Diserimination
Auditoty

The Descriptor Groups have had many roles in the past. At one time, the journal
article citations in CUE were arranged by Descriptor Groups. Several users have reported the

utility of the groups in organizing various files, cataloging systems, awareness profiles, etc.

Also, for a time, one of the online database vendors included Group Codes as an ERIC search
option, allowing retrieval of all documents posted by a group's terms or subsets of those terms,

and coordination of an entire group with single Thesaurus terms.

While sometimes helpful in the refinement of computer searches, Descriptor Groups

are basically a tool for manual browsing and users should be cautioned not to construe them
as a formal classification scheme. Document indesigg and search request formulation should

never be based on Descriptor Gioups alone. Before accurate decisions can be made all the
use of individual Descriptors, they must be seen in the contest of their hierarchies (the
Hierarchical Displayit a classified arrangement) and of the main Alphabetical Display with its

Scope Notes and cross-references.

Individual Descrintors may often be conceptually broader than their group assignments

might imply. For example, terms that have been scoped to include subject matter both within
and outside of the education fiekl may be found in "Groups Related to fslueggiomaraceaek
apjl Structures: Such group assignments are based on the way the terms are most frequently
used in ERIC indexing.

Each term in the Thesmuus, excluding UFs, is assigned to one Descriptor Group and

to only one. However, many terms would admittedly appear to warrant assignment to more
than one group. This situation is generally most apparent among closely related, conceptually
overlapping Descriptor Groups (the groups are not mutually exclusive). The problem is
currently handled with *see and 'see also° cross-references in the Scope Notes of the
Descriptor Groups. Multiple-group assignments, while a possibility, are not planned for the
immediate future. Such a capability would probably bc most helpful when using the Descriptor
Groups for searching, but more evidence of the day-to-day operational utility of the groups for

thk purpose is required.

ERIC Processing Manual V111-1-46 May 1992
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The following gaidelines are provided for selecting theme proper Descriptor Group

for a given Descriptor.

Group assignment should be made on the basis of the Descriptor's relationship to.thc
mtke_frad_QUsiBeiligns rather than to a spevialty (such as a particular
Cleathighouse's subject area).

Consult the Descriptor Group Display to determine:

The assignment of similar, parallel, comparable, or analogous concepts.

The assignment of terms that will be cross-referenced in the display of the
Descriptor in question.

Keep in mind that Dmaiptor Groups are adjuncts to other Thesauna structures and

displays. In evaluating whether a given term would be better in one group or another,
consider its impact in each contest For instance, is CULTURE FAIR TESTS more
illuminating or valuable to someone scanning the BIAS AND EQUITY group or the
TESTS AND SCALES group? In this case, CULTURE FAIR TESTS is already
displayed together with the other "test" terms in the Rotated Display, in the
Hierarchical Display under TESTS, and in the main Alphabetical Display as a direct
NT of TESTS. Assigning it to BIAS AND EQUITY provides a new view of this

term.

Use the guidance provided by the Descriptor Group Scope Notes. For instance, the
Scope Note of the EQUIPMENT group says 'see DISABILITIES for special
equipment serving the handicapped,* and cnie may find in this latter gronp such terms
as HEARING AIDS and WHEELCHAIRS. The Scope Note of the
OCCUPATIONS group specifically refers the user to a number of more precise
groups, including HEALTH AND SAFETY, where terms such as NURSES and
PHARMACISTS may be found.

Once the choice of the most appropriate Descriptor Group has been made for a given
term, the 3-digit Group Code for that group is then entered along with the term and its display
115iPg the Vocabulary Development Form. (See Figure VIII-l-8 of this section.)

4. Scope Notes

a. General

A Scope Note is a brief statement (370 character limit, including intervening
blanks) of the intended usage of a Descriptor. It may be used to clarify an ambiguous
term or to restrict the usage of a term.

Scope Notes may inclu.ie all alphabetical, numerical, and si:xcial charaders
within the limits cf ERIC diameter availability, except for the semicolon (;). The
semicolon is used in ERIC as a subfield delimiter.

;cope Notes riay be definitional, instructkmal, or both. As defmitions, Scope
Notes def.tie term:: for the pu: poses of their use in ERIC indexing. In a broader

U a
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sense, definiticusal Scope Notes are, therefore, guides to what will be retrieved
by searching cm a Descriptor.

Inuructional Scope Notes direct the user to other terms (Descriptors
and/or Identifiers), intficate proper coorcimatims, provide historical notes on

changes in usage or reference structure, or otherwise guide and explain
preferred usage for both indexing and retrieval.

h. Definitional Scope Notes

Definitional Scope Notes are used in the Thesaurus for th;:: following
categories of Descriptor=

Fundamental concepts appearing both by themselves and as components of

precoordinated Descriptors.

ABILITY CHANGE

SN THE DEGREE OF ACTUAL POWER SN

PRESENT IN AN ORGANISM OR

SYSTEM TO PERFORM A GIVEN
PHYSICAL OR MENTAL ACT
(NOTE: USE A MORE SPECIFIC
TERM IF POSSIBLE)

H omogr aphs.

FREE SCHOOLS

SN ALTERNATIVL SCHOOLS OFFERING A

COMPLETELY VOLUNTARISTIC
FRAMEWORK, INCLUDING AN
UNSTRUCTURED CURRICULUM AND A

SPONTANEOUS LEARNING
ENVIRONMENT -- STUDENTS ARE

FREE TO SELECT WHAT TO LEARN,
WITH WHOM, WHEN, AND HOW --

GRADES, COMPETITION, AND

COMPARISONS BETWEEN

INDIVIDUALS ARE DISCARDED

(NOTE: DO NOT CONFUSE WITH

"FREE EDUCATION" OR "FREEDOM

SCHOOLS")

ACT OR PROCESS OF ALTERING,

MODIFYING, TRANSFORMING,

SUBSTITUTING, OR OTHERWISE RAKING

OR BECOMING DIFFERENT -- INCLUDES
DEVIATION FROM ESTABLISHED
CHARACTER, CONDITION, SEQUENCE, OR
DIRECTION (NOTE: DO NOT CONFUSE

WITH "DEVELOPMENT," WHICH REFERS
TO SEQUENTIAL, PROGRESSIVE CHANGES

-- USE A MORE SPECIFIC TERM IF

POSSIBLE)

ERIC Processing Manual May 1992
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Desaiptors contahihig words that may be ambiguous in some contexts.

LANGUAGE HAMICAPS SATELLITE FACILITIES

SN RECEPTIVE OR EXPRESSIVE LANGUAGE SN

DISABILITIES (NOTE: USE "LEARNING
DISABILITIES" IF THE DISABILITY

IS BEING CONSIDERED IN AN
EDUCATIONAL SETTING -- USE

"SPEECH HANDICAPS" FOR

IMPAIRMENTS OF THE PERIPHERAL

SPEECH MECHANISMS)

SUBSIDIARY FACILITIES THAT MAY BE

SOME DISTANCE FROM THE FACILITY

OR INSTITUTION TO WHICH THEY ARE

ADMINISTRATIVELY RELATED

Descriptors that include words that experience with the "terminology terrain"
of education has shown are near-synonyms.

HUNAN RESOURCES

SN PEOPLE WHO CAN BE DRAWN UPON FOR

THEIR KNOWLEDGE, SKILLS, OR
PRODUCTIVE CAPACITIES (NOTE: DO

NOT CONFUSE WITH "HUMAN CAPITAL")

INDIVIDUALIZED EDUCATION PROGRMS

SN MUCATIONAL PROGRAMS FOR
INDIVIDUAL STUDENTS, EACH GEARED
To THE PARTICULAR STUDENT'S NEEDS

AND CONDUCTED IN ACCORDANCE WITH
A WRITTEN PLAN AGREED ON BETWEEN
THE STUDENT (AND/OR PARENTS) AND

SCHOOL OFFICIALS -- IEP'S WERE

ORIGINALLY CONCEIVED FOR USE IN
EDUCATING HANDICAPPED CHILDREN

AND WERE GRADUALLY EXPANDE!! TO

INCLODE ALL SPECIAL NEEDS GROUPS

Terms that have a specialized, uncommon meaning in ERIC usage.

LABORATORY TRAINING

SN METHOD OF TRAINING DESIGNED TO
FACILITATE SELF INSIGHT, PROCESS

AWARENESS, INTERPERSONAL
COMPETENCE, AND DYNAMICS OF

CHANGE

MAINSTREAMIN

SN PROGRESSIVELY INCLUDING AND
MAINTAINING EXCEPTIONAL STUDENTS

(DISABLED OR GIFTED) IN CLASSES
AND SCHOOLS WITH REGULAR OR
NORMAL STUDENTS, WITH STEPS TAKEN
TO SEE THAT SPECIAL NEEDS ARE

SATISFIED WITHIN THIS ARRANGEMENT

Terms generally not used in common discourse (even if commonly used in the
literature).

NEONATES

SN AGED BIRTH TO APPROXIMATELY I

MONTH (NOTE: ADDED MAR89 TO LIST

OF AGE LEVELING DESCRIPTORS
PRIOR TO THAT, THIS CONCEPT WAS

FREQUENTLY INDEXED BY "INFANTS")

SOCIONETRIC TECMIQUES

SN PROCEDURES USED TO IDENTIFY THE
PREFERENCES, LIKES, OR DISLIKES

OF THE MEMBERS OF A GROUP WITH
RESPECT TO EACH OTHER. AS WELL AS
TO IDENTIFY VARIOUS PATTERNS OF
GROUP STRUCTURE OR INTERACTION
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Technical twos (even if commonly known among the relevant subject
experts).

GENERATIVE PHONOLOGY

SN THEORY OR SYSTEM OF RULES WHICH

DESCRIBES OR PREDICTS WELL-FORMED
PHONOLOGICAL OUTPUTS, AND IS USED

TO EXPRESS THE ABILITY OF
SPEAKERS TO PRODUCE THE SOUNDS OF

THEIR NATIVE LANGUAGE

NISCUE ANALYSIS

SN DOMINATION AND INTERPRETATION OF

OBSERVED RESPONSES IN ORAL
READING WHICH DO NOT MATCH

EXPECTED RESPDNSES, AS A
TECHNIQUE FOR MEASURING THE
LEARNER'S CONTROL OF THE READING

PROCESS

Terms requiring historical notes, instructions for coordination with or
reference to Ober Descriptors or Identifien, or otherwise requiring
explanation of usage.

ACCESSIBILITY (FOR DISAMLED) FUNO RAISINS

C.

SN CHARACTERISTICS OF FACILITIES,

PROGRAMS, AND SERVICES THAT ALLOW
THEN TO BE ENTERED OR USED BY

INDIVIDUALS DESPITE VISUAL,
HEARING, MOBILITY, OR OTHER
IMPAIRMENTS (NOTE: FOR PHYSICAL

ACCESS, COORDINATE WITH "PHYSICAL

NOBILITY" OR "VISUALLY
HANDICAPPED MOBILITY" -- PRIOR TO

JUN80, SEE ALSO "ARCHITECTURAL

BARRIERS")

RELATINSHIP

SN TYPE OR MODE OF ASSOCIATION

BETWEEN DR AMONG PHYSICALLY

EXISTING ENT/TIES, E.G., PEOPLE,
INSTITUTIONS, OBJECTS (WJTE: USE

A MORE SPECIFIC TERM IF PDSSIBLE
-- DO NOT CONFUSE WITH
"CORRELATION" -- PRIOR TO MAR80,

THE USE OF THIS TERM WAS NOT

RESTRICTED BY A SCOPE NOTE)

Instructional Scope Notes

SN IDENTIFYING, SOLICITING,
ACQUIRING, ANO CULTIVATING
FINANCIAL RESOURCES (NOTE: PRIOR

TO FE878, THE INSTRUCTION "FUND

RAISING, USE FINANCIAL SUPPORT"
WAS CARRIED IN THE THESAURUS)

SOCIAL WELFARE (1966 1980)

SN INVALID DESCRIPTOR -- USED FOR
WELL-BEING AND VARIOUS TYPES OF

SOCIAL SERVICES -- USE "WELL
BEING" FOR FDRMER CONCEPT,

"WELFARE SERVICES" FOR ORGANIZED
ASSISTANCE TO THE DISADVANTAGED,
AND "SOCIAL SERVICES" OR OTHER

APPROPRIATE TERMS FOR SOCIAL

SERVICES PROVIDED TO THE GENERAL
POPULATION

Instructional Scope Notes are best illustrated by providing a series of
examples of their major types.

(1) 'USE ANOTHER TERM.'

CAREER OPPORTUNITIES (1966 1980

SN INVALID DESCRIPTOR -- USED
INCONSISTENTLY IN INDEXING -- USE

"CARcERS," AND, IF APPROPRIATE,

"EMPLOYMENT OPPORTUNITIES"

ERIC Processing Manua! V111-1-50 May 1992
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EDUCATIONAL FINANCE

SN ANY ASPECT OF RAISING AND
SPENDING REVENUE FOR

EDUCATIONAL PURPOSES (NOTE:

USE A MORE PRECISE TERM IF
POSSIBLE)

ORAL READING

SN THE ACT OF READING ALOUD, OFTEN USED
TO DEVELOP OR TEST READING SKILLS

(NOTE: USE "READING ALOUD TO OTHERS"
WHEN THE PURPOSE OF ORAL READING IS TO

INFORM OR ENTERTAIN A LISTENER OR
GROUP OF LISTENERS)

PROBLEMS

SN DIFFICULTIES OR OBSTACLES
NOT EASILY OVERCOME (NOTE:

USE A MORE SPECIFIC TERM IF
POSSIBLE)

SATELLITES (AER)SPACE)

SN (NOTE: IF APPLICABLE, USE THE

MORE SPECIFIC TERM
"COMMUNICATIONS SATELLITES")

(2) 'SEE..., SEE ALSO..., FOR...SEr

INTERNATIONAL STUDIES

SN MULTIDISCIPLINARY FIELD OF

INQUIRY CONCERNED WITH ANALYZING

SOCIAL PHENOMENA THAT occur

WITHIN, BETWEEN, AND
TRANSCENDING NATIONALLY

ORGANIZED POLITICS -- COMMONLY

IDENTIFIED SUBFIELDS ARE

"INTERNATIONAL POLITICS,"

"FOREIGN POLICY," "INTERNATIONAL

LAW," "INTERNATIONAL

ORGANIZATION," "INTERNATIONAL
ECONOMICS," AND "COMPARATIVE
AREA STUDIES"

INVENTIONS

SN ORIGINAL PRODUCTS OR PROCESSES

(THINGS NOT PREVIOUSLY EXISTING)

DEVELOPED BY CREATIVE THOUGHT OR

EXPERIMENTATION -- (NOTE: FOR

"DISCOVERIES," SEE THE

DESCRIPTOR "DISCOVERY
PROCESSES")

(the phrase *use a more precise
term if posale" is used when
advising the indexer to use a less
gmaeral term even though no
specific Narrower Terms are
cited)

(the phrase "use a more specific
term if possible" is used when
advising use of a Narrower
Term)

(Le., don't overlook the one
Narrower Term that's available)

(reference is made to other
subject areas without citing
specific Descriptors)
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PHARMACY

SN THE ART OR PRACTICE OF

PREPARING, PRESERVING.
COMPOUNDING, AND DISPENSING

DRUGS (NOTE: SEE ALSO
"PHUOMMOGY")

PRESSURE (1970 1980)

SN INVALID DESCRIPTOR -- ORIGINALLY

INTENDED AS A PHYSICAL SCIENCE

TERM BUT USED INCONSISTENTLY FOR

SOCIAL PRESSURE, PSYCHOLOGICAL

STRESS, ETC.. AS WELL AS

PHYSICAL PRESSURE -- SEE SUCH

DESCRIPTORS AS "PRESSURE

(PHT;ICS)," "POLITICAL
INFLUENCES," "SOCIAL

INFLUENCES." AND "STRESS
VARIABLES"

UNCONNINNLY TAUGHT LANGUAGES

SN LANGUAGES NOT GENERALLY OFFERED

FOR INSTRUCTION IN THE UNITED
STATES EDUCATIONAL SYSTEM (NOTE:

ALSO SEE THE SPECIFIC LANGUAGE,

E.G., TURKISH. CR THE LANGUAGE

FAMILY, E.G., URALIC ALTAIC

LANGUAGES)

(3) "SEE ALSO-IIDENTIFIERJ*

EQUIVALENCY TESTS

SN TESTS TO MEASURE THE EXTENT TO
WHICH PREVIOUS SCHOOLING.

KNOWLEDGE, OR EXPERIENCE

SATISFIES COURSE OR JOB

REQUIREMENTS (NOTE: SEE ALSO THE

IDENTIFIER "GENERAL EDUCATIONAL

DEVELOPMENT TESTS" -- PRIOR TO

SEP77 AND MARBO RESPECTIVELY,

THE INSTRUCTIONS "GED TESTS, USE
EQUIVALENCY TESTS" AND

"PROFICIENCY EXAMINATIONS, USE
EQUIVALENCY TESTS" WERE CARRIED

IN THE THESAURUS)
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(4) 'COORDINATE COORDINATE OTHER TERMS..., USE
WITH-, COORDINATE WITH [IDENTIFIERSr

FOREIGN CILTURE

SA CULTURE REGARDED AS FOREIGN FROM
THE PERSPECTIVE OF T4E DOCUMENT
OR JOURNAL ARTICLE (NOTE: USE

MAJOR GEOGRAPHIC IDENTIFIERS TO

IDENTIFY THE FOREIGN CULTURE,

AND MINOR GEOGRAPHIC IDENTIFIERS
TO IDENTIFY THE NATIVE CULTURE

-- PRIOR TO MAR80, THIS TERM WAS

NOT RESTRICTED BY A SCOPE ROTE

AND CARRIED NO SPECIAL
INSTRUCTION)

HEARINGS

SA SESSIONS IN WHICH WITNESSES ARE

HEARD AND TESTIMONY IS RECORDED

(NOTE: FOR U.S. CONGRESSIONAL

HEARINGS, COORDINATE "HEARINGS"
WITH SUCH IDENTIFIERS AS

"CONGRESS," "CONGRESS 95th,"

ETC.!

LAN3UAGE TESTS

SA TESTS TO MEASURE PROFICIENCY,
DIAGNOSE STRENGTHS AND
WEAKNESSES. OR PREDICT FUTURE

PERFORMANCE IN A NATIVE OR

FOREIGN LANGUAGE (NOTE: FOR

FOREIGN LANGUAGE TESTS,

COORDINATE THIS TERN WITH

"SECOND LANGUAGE LEARNING," AND,
WHEN APPROPRIATE, THE LANGUAGE)

MEDICAL RECORD ADMINISTRATORS

SIN INDIVIDUALS WHO PLAN, DEVELOP,

AND ADMINISTER MEDICAL RECORD

SYSTEMS FOR HOSPITALS, CLINICS,

HEALTH CENTERS. ETC. (NOTE: FOR
LIBRARIANS IN MEDICAL LIBRARIES.

COORDINATE "LIBRARIANS" AND
"MEDICAL LIBRARIES" -- FOR

LIBRARIANS WHO ARE DIRECTLY
INVOLVED IN PATIENT CARE, USE

THE IDENTIFIER "CLINICAL MEDICAL

LIBRARIANS")
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(5) *USE FOR..."

SEX FAIMS

SN THE CORRECTION OF SEX BIAS OR

DISCRIMINATION (NOTE: USE FOR
DESCRIPTIONS OF MATERIALS,

PROCEDURES, ACTIVITIES, OR
PROBRAKS THAT TREAT THE SEXES

EQUITABLY)

(6) TO NOT USE FOR.:

READING DIFFICULTIES

SN PROBLEMS IN READING. CAUSED

EITHER BY DISABILITIES

ASSOCIATED WITH PSYCHOLOGICAL

PROCESSES OR BY SUCH FACTORS AS

PHYSICAL OR SENSORY HANDICAPS,

CULTURAL BACKGROUND. LOW
ABILITY, ETC. (NOTE: DO NOT USE
FOR "READABILITY" -- THE
PREVIOUS TERM "READING

DIFFICULTY" WAS NOT SCOPE° AND
WAS OFTEN CONFUSED WITH

"READABILITY")

(7) *DO NOT CONFUSE WITH.'

PROGRAM DEVELOPMENT

SN PROCESS OF FORMULATING A SCHEME,

DEVISING PROCEDURES, OR PLANNING

ACTIVITIES WITH REGARD TO

SPECIFIC PROGRAM OBJECTIVES
(NOTE: DO NOT CONFUSE WITH

"PROGRAM DESIGN" OR "PROGRAM
IMPLEMENTATION" -- PRIOR TO
MARBO, THE USE OF THIS TERM WAS
NOT RESTRICTED BY A SCOPE NOTE)

(8) "SEE.../USE...` Other Sections of the Thesaurus

CATALOGS

SN (NOTE: USE A MORE SPECIFIC TERM

IF POSSIBLE SEE ALSO

"REFERENCE MATERIALS" HIERARCHY

FOR MORE PRECISE TERMINOLOGY)

(refers to Hierarchical
Display)
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TEACHERS

SN (NOTE: SEE "FACULTY" FOR OTHER

SPECIFIC TERMINOLOGY RELATED TO
"TEACHERS")

UNIVERSITIES

SN DEGREE-GRANTING INSTITUTIONS OF

HIGHER EDUCATION THAT TYPICALLY

INCLUDE A LIBERAL ARTS

UNDERGRADUATE COLLEGE, A
GRADUATE SCHOOL, AND TWO OR MORE

UNDERGRADUATE AND GRADUATE

PROFESSICWAL SCHOOLS (NOTE: POR
SPECIFIC ASPECTS, USE A

"COLLEGE" TERM WHERE A
CORRESPONDING "UNIVERSITY" TERM

IS NOT AVAILABLE)

d. Historical Notes

(1) Previous UF Established as Main Term

DAY CARE CENTERS

SN PROFESSIONALLY RUN FACILITIES

THAT CARE FOR GROUPS OF CHILDREN

ON A PARTIAL OR FULL DAY BASIS

(NOTE: PRIOR TO MARK% THE
INSTRUCTION "DAY CARE CENTERS,

USE DAY CARE SERVICES" WAS

CARRIED IN THE THESAURUS)

REDUCTION IN FORCE

SN REDUCTION IN THE TOTAL NUMBER OF

PEOPLE EMPLOYED BY AN

ORGANIZATION -- INCLUDES SUCH

METHODS AS LAYING OFF PERSONNEL,

CREATING EARLY RETIREMENT

OPTIONS, TRANSFERRING PERSONNEL,

AND NOT FILLING OPENINGS CREATED
THROUGH NORMAL STAFF ATTRITION

(NOTE: PRIOR TO MAR77, THE

INSTRUCTION "REDUCTION IN

FORCE," USE "JOB LAYOFF" WAS
CARRIED IN THE THESAURUS)

(

(refers to another term and
all its cross-references in
the Alphabetical Display)

(refers to the entire
range of terms having
the same wordthus, the
Rotated Display)
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(2) Another Descriptsw Used Previously for This Concept

COLLEGE mow UMIAK PROGRAM

SN (NOTE: PRIOR TO NNW, THIS
CONCEPT WAS INDEXED UNDER
"COLLEGE LANGUAGE PROGRAMS")

SCHOOL CATALOGS

SN PUBLICATIONS ISSUED BY SCHOOLS

TO PROVIDE INFORMATION ON THEIR

COURSES, FACULTY, FACILITIES,

ETC. (NOTE: PRIOR TO MAIM,
"CATALOGS" WAS USED TO INDEX
THIS CONCEPT)

(3) Significant Change in Scope

POSTSECONARY EDUCATION

SN ALL EDUCATION BEYOND THE

SECONDARY LEVEL -- INCLUDES
LEARNING ACTIVITIES AND

EXPERIENCES BEYOND THE

CMPULSORY SCHOOL ATTUOANCE AGE
WITH THE EXCEPTION OF ADULT
BASIC EDUCATION AND HIGH SCHOOL

EQUIVALENCY PROGRAMS (NOTE:
APPEARS IN THE LIST OF MANDATORY

EDUCATIONAL LEVEL DESCRIPTORS --
BEFORE APR75, RESTRICTED TO

EDUCATION BEYOND GRADE 12 AND
LESS THAN THE BACCALAUREATE

LEVEL)

(4) Previous Usage Has Varied

(Useful for dealing with terms that have been
used Inconsistently)

FIELD EXPERIENCE PROGRAM

SN PRACTICAL EXPERIENTIAL LEARNING

ACTIVITIES UNDER INSTITUTIONAL
OR ORGANIZATIONAL SPONSORSHIP,

USUALLY AWAY FROM THE CLASSROOM
OR CAMPUS -- ASSOCIATED MOST

OFTEN WITH GRADES 10-16, AND
CHARACTERIZED AS LESS FORMAL AND

CONCENTRATED THAN PROFESSIONAL
INTERNSHIP PROGRAMS (NOTE:

BEFORE JUN78, THE USE OF THIS

TERM WAS h'T RESTRICTED BY A

SCOPE NOTE)

(restricts term to one

meaning, gives date of
restriction)
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e.

INEQUALITIES (1970 1980)

SN INVALID DESCRIPTOR -- USED

INCONSISTENTLY IN INDEXING -- FINR

MATHEMATICAL INEQUALITIES, USE

"INEQUALITY (MATHEMATICS)" -- FOR
EDUCATIONAL INEQUALITIES. USE

"EQUAL EDUCATION" -- FOR SOCIAL

OR MORONIC INEQUALITIES, SEE
"DISADVMTAGED" OR DESCRIPTORS

RELATING TO SOCIAL. RACE, SEX, OR

ETHNIC BIAS OR DISCRIMINATION

PRODUCTIVE THINKING

SN CREATIVE THINKING THAT RESULTS

IN SnMETHING NEW (NOTE: PRIOR TO

MARIN, THE UT.. OF THIS TERM WAS

NOT RESTRICTED BY A SCOPE NOTE)

SECURITY (PSYCHOLOGY)

SN BEING OR FEELING FREE FROM RISK

OR UNCERTAINTY (NOTE: THE
DESCRIPTOR "SECURITY," WITHOUT

THE PARENTHETICAL QUALIFIER, WAS

USED FROM 1967 TO MARTS)

TELECOMSF.S

SN SEQUENCES OF LESSONS OFFERED OVER

TELEVISION FOR CREDIT OR AUDITING
PURPOSES (NOTE: FOR COURSES ON THE

SUBJECT OF TELEVISION, USE
"TELEVISION CURRICULUM" -- PRIOR

TO MA40, THIS TERN DID NOT CARRY

A SCOPE NOTE)

1141TED STATES HISTORY

SN (NOTE: PRIOR TO KAR80, "AMERICAN

HISTORY" WAS OCCASICNALLY USED
FOR THIS CONCEPT)

(Oves alternatives to an
ambiguous term that has been
made invalid)

(refers to an invalid
*dead" term on which this
improved term is based)

(restricts term to one
meaning and indicates
appropriate term mvering
ahernative meaning)

Notes Indicating a Range of Possible Applications or Subsumed Concepts

"Includes," "Example,* and "Excludes* Scope Notes are useful devices
for delineating the range of subjea matter, characteristics, attributes,
conditions, properties, or settings, found among the usages of a Descriptor.
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(1) 'INCLUDES.* Scope Notes

MN:RICAN INDIANS

SN BOTH NORTH AND SOUTH AMERICAN

INDIANS

WNW- REPOM

SN INCLUDES DATA OW PROGRESS.

FINANCE. MATERIAL, PERSONNEL,

INSTRUCTION, ETC.

ITEM RESPONSE THEORY

SN THE STUDY OF TEST AND ITEM SCORES
BASED ON ASSUMPTIONS CONCERNING

THE MATHEMATICAL RELATIONSHIP

BETWEEN ABILITIES (OR OTHER

HYPCTHESIZED TRAITS) AND ITEM
RESPONSES (NOTE: "ITEM RESPONSE
THEORY" INCLUDES BOTH THE "RASCH

RDDEL" AND THE "BIRNBAUM MODELS" -

- SEE THOSE IDENTIFIERS)

LANGUAGE MAINTENANCE

SN THE MAINTENANCE OF A GIVEN

LANGUAGE RATHER THAN ITG

DISPLACEMENT BY ANOTHER LANGUAGE
(INCLUDES MAINTAINING THE

LANGUAGES OF CULTURAL MINORITY
GROUPS THROUGH FAMILY PRACTICES,

RITUALS. CONCERTED EDUCATIONAL

ENDEAVORS WITH SOCIETY AT LARGE,
ETC.)

MECHANICS (PHYSICS)

SN THE SCIENCE THAT DEALS WITH THE

EFFECTS OF ENERGY ANO FORCE ON

THE EQUILIBRIUM, DEFORMATION, OR

MOTION OF SOLID. LIQUID. AND

GASEOUS BODIES -- INCLUDES BOTH

CLASSICAL (NEWTONIAN) AND MODERN

(ATONIC-LEVEL) MECHANICS

(refers to specific
Identifiers that embody
the concept)
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NOSINSTROCTIONAL STLIDENT COSTS

SN COSTS MET BY STUDENTS THAT ARE NOT

INSTRUCTIONAL COSTS (TUITION,
ETC.) BUT ARE NECESSARY IN THE

PURSUIT OF AN EDUCATION --
INCLUDES ROOM AND BOARD,

TRANSPORTATION EXPENSES, BOOK
COSTS, PERSONAL EXPENSES, FOREGONE

INCOME, ETC.

PHYSICAL EXAMINATILNIS

SN MEDICAL INSPECTIONS OF
INDIVIDUALS 11' DETERMINE THEIR

PHYSICAL CONDITION, INCLUDING
THE DETECTION OF PRESENT OR

POTENTIAL DYSFUNCTION

(distinguishes the
term from its
antonym)

(2) °Example Scope Notes: 'E.G.,* "SUCH AS..."AS

wIncludee and "Example Scope Notes are similar in that
they indicate scope by providing lists of subsumed concepts or by
providing examples of posale applications.

ARTIFICIAL LANGUAGES

SN LANGUAGES CREATED FOR

INTERNATIONAL COMMUNICATION,
E.G., ESPERANTO, INTERLINGUA,

NOVIAL, VOLAPUK

ASIAN STUDIES

SN STUDIES, USUALLY
INTERDISCIPLINARY IN APPROACH,

OF SUCH GEOGRAPHIC AREAS AS
ASIATIC RUSSIA, ARMENIA,

AZERBAIJAN, BANGLADESH, BHUTAN,

CHINA, GEORGIA, KAZAKHSTAN,

KIRGIZSTAN. INDIA, INDONESIA,

JAPAN, KOREA, MALDIVES,

MONGOLIA, NEPAL, PAKISTAN, THE

PHILIPPINES, SRI LANKA,

TAJIKISTAN, TURKMENISTAN.
UZBEKISTAN, AND THE SOUTHEAST

ASIAN SUBCONTINENT
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DEVELMENTAL STAGES

SN NATURAL OR COMMON DIVISIONS OF

THE HUMAN DEVELOPMENTAL
PROCESS, CHARACTERIZED BY TYPES

OF BEHAVIOR (AS IN THE ORAL

STAGE). BY BIOLOGICAL

PMPERTIES OR MANIFESTATILVS

(AS IN THE EMBRYONIC STAGE), OR

BY MENTAL PROCESSES (AS IN

PIAGFT'S "CONCRETE OPERATIONS"
SIAGE)

ELIGIBILITY

SN QUALIFYING FOR CERTAIN

BENEFITS OR SERVICES (E.G.,

STUDENT ELIGIBILITY FOR

FINANCIAL AID. INSTITUTIONAL

ELIGIBILITY FOR ACCREDITATION.

FAMILY ELIGIBILITY FOR WELFARE
ASSISTANCE. EMPLOYEE

ELIGIBILITY FOR RETIREMENT)

MN JOURNALISM

SN REPINITING WHICH COMINES
TRADITIONAL JOURNALISM
TECHNIQUES WITH SUCH DEVICES OF

FICTION WRITING AS: SCENE BY

SCENE RECONSTRUCTION OF

SETTINGS, RECORDING Of
DIALOGUE, USE OF THIRD PERM
POINT-OF-VIEW, AND EXTENSIVE

RECORDING OF EXTERNAL
CHARACTERISTICS OF INDIVIDUAL
CHARACTERS -- EMPHASIS IS ON

CAPTURING THE "CONCRETE
REALITY" OR "IMMEDIACY" OF
CULTURAL PHENOMENA

(3) 'Excludes' Scope Note= 'OTHER THAN...,"RATEER THAN.:
'UNLIKE.: and "NOT

Sometimes it is easier to define a scope by stating what is
excluded. This approach can both point to and distinguish from a
Descriptor representing the excluded concept.

ABSIRACT REASONING INFORNAL ASSESSNOIT

SN PROCESS OF REACHING CONCLUSIONS SN

THROUGH THE USE OF SYMBOLS OR

GENERALIZATIONS RATNER THAN ON

CONCRETE FACTUAL INFORMATION

ANALOG WINTERS

SN COMPUTERS THAT TRANSLATE

PHYSICAL CONDITIONS (FLOW.
TEMPERATURE, PRESSURE. ETC.)

INTO RELATED MECHANICAL OR

ELECTRICAL QUANTITIES (LENGTH,

VOLTAGE, CURRENT, ETC.)

UNLIKE DIGITAL COMPUTERS, WHICH

COUNT DISCRETE QUANTITIES,

ANALOG COMPUTERS MEASURE

CONTINUOUS VARIABLES

APPRAISA1. OF AN INDIVIDUAL'S OR

GROUP'S STATUS OR GROWTH BY

MEANS OTHER THAN STANDARDIZED

INSTRUMENTS

LOW VISICS AIDS

SN LENSES DR DEVICES OTHER THAN

CONYENTIOriAL EYEGLASSES USED TO
IMPROVE VISUAL FUNCTIONING IN

THE PARTIALLY SIGHTED
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NICOLE NANAGEPENT

SN THE INTERMEDIATE LEVEL OF
MANAGEMENT, EXCLUDING TOP-LEVEL

KANAGEMENT ON THE ONE HAND AND

FIRST-LEVEL SUPERVISION ON THE

OTHER

NONPROFIT ONGANIZATIONS

SN ORGANIZATIONS MOT DESIGNED

PRIMARILY TO PAY DIVIDENDS ON
INVESTED CAPITAL (NOTE: PRIOR TO

DEC77, THE INSTRUCTION "NONPROFIT
ORGANIZATIONS, USE VOLLMTARY

AGENCIES" WAS CARRIED IN THE

THESAURUS)

TORTS

SN PRIVATE OR CIVIL WRONGS, NOT
INCLUDING BREACH OF CONTRACT, FOR

WHICH PERPETRATORS NAY SE LEGALLY

PROSECUTED AND INJURED PARTIES

NAY BE COMPENSATED

f. Notes That Slant Meaning or Emphasis in Certain Directions (Without
Precluding Other Possibilities)

Words such as "usually' can be important hedges in Scope Notes,
avoiding excessively tight definitions. 'Usually" and *generally" can also be
helpful when definitions supplied by authorities differ or where shifts in
meaning have occurred over time.

These qualifiers can be viewed as a continuum from
"not-quite-absolute" to 'maybe"

(1) 'ALMOST ALWAYS.'

INNERS1ON PROGRAMS

SN EDUCATIONAL PROGRAMS IN WHICH ALL

CURRICULUM MATERIALS ARE TAUGHT

IN A SECOND LANGUAGE, GENERALLY

AT THE ELEMENTARY LEVEL AND

ALMOST ALWAYS WITHIN THE CONTEXT

OF A FIRST LANGUAGE SCHOOL

(2) *ESPECIALLY.," "PARTICULARLY.'

EDUCATIONAL NALPRACTICE

SN WRONGFUL OR NEGLIGENT ACTS ON THE

PART OF TEACHERS OR SCHOOLS THAT
RESULT (DR MAY RESULT) IN STUDENT

DETRIMENTS, ESPECIALLY INCLUDING

THE FAILURE OF STUDENTS TO LEARN

Ptit-RMACOLOGY

SN

THE SCIENCE OF THE NATURE AND

PROPERTIES OF DRUGS, PARTICULARLY
THEIR ACTIONS OR EFFECTS (NOTE:

SEE ALSO "PHARMACY")

BEST C:i LP:AMILE
f
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(3) "USUMIX..."

EMONMENT RINDS

SN CAPITAL SUMS SET ASIDE AS SOURCES

OF INCOME -- THE PRINCIPAL OF

EACH SUM IS USUALLY LEFT INTACT
AND INVESTED, WHILE THE INCOME

MAY BE EXPENDED

RETRENCHMENT

SN REDUCTION OF COSTS OR EFFORTS,
USUALLY AS AN ECONOMIC NECESSITY

(4) 'GENERALLY.: 'NORMALLY-'

BUILDING SYSTEMS

SN ASSEMBLIES OF BUILDING SUBSYSTEMS

AND COMPONENTS (STRUCTINIAL AND
MECHANICAL), WITH INSTRUCTIONS

FOR PUTTING THEN TOGETHER --
NORMALLY THESE COMPONENTS ARE

MASS-PRODUCED AND USED FOR

SPECIFIC GENERIC PROJECTS IN
BUILDING CONSTRUCTION

CURRICULLIL

SN PLAN INCORPORATING A STRUCTURED

SERIES OF INTENDED LEARNING

OUTCOMES AND ASSOCIATED LEARNING

EXPERIENCES -- GENERALLY

ORGANIZED AS A RELATED

COMBINATION OR SERIES OF COURSES
(ROTE: USE A MORE SPECIFIC TERM

IF POSSIBLE)

LIFETIME SPORTS

SN SPORTS WHERE PARTICIPATION CAN SE
CARRID ON THROUGHOUT ONE'S
LIFETIME -- GENERALLY INCLUDES

(BUT IS NOT NECESSARILY LIMITED

TO) A VARIETY OF INDIVIDUAL AND

DUAL SPORTS FOR WHICH FACILITIES

ARE WIDELY AVAILABLE, AND BODY

CONTACT IS LIMITED OR UNNECESSARY
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CAREER EXPLORATION

SN INVESTIGATING OCCUPATIONAL INTEREST

AREAS OFTEN TROUGH REAL OR
SIMULATED am EKPERIENCE --
FREQUENTLY FOUND IN CAREER
EDUCATICM PROGRAMS FOR GRADES 6

THROUGH 10

(6) VFIEN.-*

CAREER MiARENESS

SN APPRECIATION FOR AND UNDERSTANDING

OF THE VARIETY OF TYPES OF CAREERS

- - OFTEN REFERS TO THE INITIAL

PHASE OF CAREER EDUCATION
APPROPRIATE TO THE ELEMENTARY

SCHOOL

HA/WICRAFTS

SN CREATIVE ACTIVITIES OF KAKING

ARTICLES BY HAND, OFTEN WITH THE

AID OF SIMPLE TOOLS OR MACHINES -
ALSO, THE HANDIWORKS RESULTING

FROM SUCH ACTIVITIES

(7) 2SOMETIMES-'

ALTRUISN

SN CONSIDERATION FOR THE WELFARE

OF OTHERS, SCNETIMES IN

ACCORDANCE WITH AN ETHICAL
SYSTEM

COLLEGE GOVERNING COUNCILS

SN ORGANIZATIONS OF FACULTY

REPRESENTATIVES, SOMETIMES

INCLUDING ADMINISTRATORS AND
STUDENTS, THAT CONSIDER

ADMINISTRATIVE, ACADEMIC, OR
OPERATIONAL POLICIES OF THE

INSTITUTION

TERHAPS-'

SELF SUPPORTIN6 STUDENTS

SN STUDENTS WHO ARE LEGALLY (OR
PERHAPS FINANCIALLY) INDEPENDENT

OF THEIR PARENTS OR FORMER

GUARDIANS

LABOR EDUCATION

SR EDUCATION AND TRAINING OF

WORKERS OFTEN SPONSORED BY

IABOR UNIONS AND SOMETIMES IN
COOPERATION WITH EDUCATIONAL

INSTITUTIONS

'"" ,
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(9) °EMPHASIS ON...; 'ATTENTION ON.°

Special features or characteristics can be indicated in a
number of ways

*WITH EMPHASIS...: *EMPHASIS IS ON.:

COMMUNICATIYE COMPETENCE

(LANSOMS)

SN THE ABILITY TO ODMVERSE OR SN

CCRRESPONO WITH A NATIVE

SPEAKER OF THE TARGET

LANGUAGE IN A REAL-LIFE
SITUATION. WITH EMPHASIS ON

COMMuNICATION OF IDEAS

RATHER THAN ON CORRECTNESS

OF LAIGUAGE FORM

ORIENTEERING

THE ACT OR SPORT OF

CROSS-COUNTRY NAVIGATION
USING A NAP AND COMPASS AS

GUIDES -- EMPHASIS IS ON
DETERMINING, THEN TAKING.

THE SHORTEST AND QUICKEST

WAY TO A SPECIFIED

DESTINATION

"WITH ATTENTION TO...," "ATTENTION IS GIVEN TO.:

ANTHROPOLOGICAL LINGUISTICS

SN APPLICATION Of ANTHROPOLOGICAL

AND LINGUISTIC TECHNIQUES TO

THE STUDY OF SPEECH
ODMMUNITIES. PARTICULARLY THOSE
WITH NO WRITING SYSTEM --
ATTENTION IS GIVEN TO SPECIFIC
INTERRELATIONSHIPS IN THE

CONCURRENT AND SYSTEMATIC

DEVELOPMENT OF CULTURE AND

LANGUAGE

"ASSOCIATED WMI-."

(See REID EXPERIENCE PROGRAMS, page VIII-l-56.)

g. Special Problems in Meaning and Usage Treated by Scope Notes

(1) Relational Homographs

'Relational homographs" are those terms whose meaning
changes according to the direction of the relatimiship between the
component concepts. Such terms should always be scoped. Whether
they should be seeped to exclude one meaning or to include both will

depend upon their usage.

Genera4, if a relational homograph has been used primarily
in only one sense, it should be scoped to exclude the other meaning.
It should Ann be sewed to exclude the other meaning when other
Descriptors exist to cover that other meaning. Examples:
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COUNSELOR EVALUATION

SN PROCESS OF JUDGING CaiNSELOR
PERFORMANCE AS RELATED TO

ESTABLISHED CRITERIA

ENPLOVIE ATTITUDES

SN ATTITUDES OF, NOT TOWARD,

EMPLOYEES

PRIVATE FINANCIAL SUPPORT

SN FINANCIAL AID RECEIVED FROM
PRIVATE SOURCES (NOTE: DO NOT

CONFUSE WITH "PRIVATE SCWOL

AID")

TEACIER OISCIPLUE

SN DISCIPLINE OF. NOT BY, TEACHERS

TEACINER GUIDANCE

SN GUIDANCE PROVIDED BY TEACHERS

(M3TE: PRIOR TO KAROO. THIS
TERN WAS NOT SCOPED AND WAS

SOMETIMES USED TO INDEX
GUIDAKE GIVEN TO TEACHERS)

Only occasionally should a relational homograph be scoped
to include koth meaniro, e.g.,

PUBLIC TELEVISION

SN NON-COMMERCIAL TELEVISION,

PUBLICLY OWNED AND OPERATED,

THAT IS DEDICATED TO
EDUCATIONAL, CULTURAL, AND

PUBLIC-SERVICE PROGRAMS

(2) *Double' Scope Notes

(both by and for the public)

Many concepts have two (or more) meanings or uses that are
so closely related that they must be considered synonymous from the
point of view of retrieval. ADJUSTMENT, for =ample, is both a
condition and a process and is scoped as such. Most of the time such
usage can be easily handled in the hlitial clause of a Scope Note; the
Thesaurus provides many m:amples

*BEING OR FEELING...*
*THE STATE OR QUALITY OF...*
"TRAITS OR QUALITIES...*
'THE ACT OR SPORT OF...*
*THE CONDITION AND PROCESS OF...*

In some cases, however, it is helpful to make the dual role
of such concepts more obvious or esplicit. This can be done through
a 'double (or multiple) Scope Note. The Scope Note for DESIGN
illustrates this by including the meaning of the term both as a noun
and as a verb:

0
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DESIGN

SN THE PROCESS OF CONCEIVING AND

SELECTING THE STRUCTURE.

ELEMENTS, ARRANGEMENT, MATERIALS,

STEPS, OR PROCECORES OF SONE
ACTIVITY OR THING -- ALSO, THE

PLAN, LAYOUT, OR MENTAL SCHEME
THAT RESULTS (NOTE: USE A MORE

SPECIFIC TERN IF POSSIBLE)

Other "double' Scope Notes show meanings that while
separable are so conceptually intertwined that there would be little
or no advantage to tryias to tease them apart, t.g.,

FISCAL CAPACITY

SN WEALTH OF A GOVERNMENT,

INSTITUTION, ORGANIZATION, OR

INDIVIDUAL -- ALSO, THE

RELATIVE ABILITY TO OBTAIN

REVENUE

SOCIAL COGNITION

SN CONCEPTIONS ABOUT INTERPERSONAL

AND SOCIAL PHENOMENA (E.G.,
PERSONS, THE SELF, MOTIVES,

FEELINS, RELATIONS, SOCIAL
RULES, SOCIETAL INSTITUTIONS) --

ALSO, COGNITWE PROCESSES AND
SKILLS USED IN SOCIAL INTERACTION

(E.G.. COMMIXICATION SKILLS.
PERSPECTIVE TAKING, EMPATHY)

A frequent need for doubk Scope Notes is found in the
Descriptors representing the various intellectual disciplines, which in
ERIC are also curriculum areas:

INTERNATIONAL RELATIONS

SN RELATIONS MOW POLITICAL UNITS OF
NATIONAL RANK -- ALSO, A FIELD OF
STUDY (OFTEN CONSIDERED AS A BRANCH

OF POLITICAL SCIENCE) DEALING
PRIMARILY WITH FOREIGN POLICIES,
THE ORGANIZATION AND FUNCTION OF

GOVERNMENTAL AGENCIES CONCERNED

WITH FOREIGN POLICY, AND THE
FACTORS (AS GEOGRAPHY AND

ECONOMICS) UNDERLYING FOREIGN

POLICY

The meaning of terms may also vas), between or among
disciplines. These terms may be double-scoped when retrieval is not
affected, eg., when two contents are so closely related that searchers
would usually want them bathing when other additional index terms
would normally be used to distinguish the contexts. Example:
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ERROR ANALYSIS (LANGUAGE)

SN IN 1ANUAGE TEACHING AND TESTING, A
TECHNIQUE OF NEASuBINS PROGRESS AND

OF DEVISING TEACHING METHODS BY
RECORDING AND CLASSIFYING THE
MISTAKES MADE BY STUDENTS -- IP

LINUISTICS, THE CNISEMATION OF
ERRORS IN THE SPEECH PROCESS AS A

MEANS OFMENSTAMINS THE
FoONDLOGICAL AND SEMANTIC

Ck Vail:ITS OF LANGUAGE.

INTERACTIONAL PROCESSES, AND

SPEAKERS' DISCOURSE STRATEGIES

Also, some terms are used .aterchangeably in both broad and
narrow senses, e.g.,

EDuCATIONAL TECHNOLOGY

SN SYSTEMATIC IDENTIFICATION,
DEVELOPMENT, ORGANIZATION, OR

UTILIZATION CW EDUCATIONAL

RESOURCES ANDIOR THE MAUGEMENT
OF THESE PROCESSES --
OCCASIONALLY USED IN A MDRE

LIMITED SENSE TO DESCRIBE THE USE

OF EQUIPMENT-ORIENTED TECHNIQUES

OR AUDIOVISUAL AIDS IN

EDUCATIONAL SETTINGS

(3) Toned' C.oncepts

Concepts that, in indexing, have been "forced" into being
represented by a closely related Descriptor should be established as
new Descrigors if the initial Descriptor becomes moderately to well
posted or high to moderate search interest develops.

Where the 'forced* concept has in the past been represented
in the Thesaurus by a USE reference, creation of a note linking past
with present is appropriate, e.g.,

BEHAVIOR MODIFICATION

SN ALTERATION OF BEHAVIOR BY THE USE

OF CONDITIONING TECHNIQUES (NOTE:
PRIOR TO MARIN, THE INSTRUCTION

"BEHAVIOR MODIFICATION, USE
BEHAVIOR CHANGE" WAS CARRIED IN

THE THESAURUS)

When no USE reference is present (or where the word form
of the USE reference varies from that selected as the preferred form
of the new Descriptor), the historical note linking the term with its
prior indexing requires other forms, e.g.,
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MULTICULTURAL EDUCATION

SN EDUCATION INVOLVING TWO OR MORE

ETHNIC GROUPS AND DESIGNED TO

HELP PARTICIPANTS CLARIFY THEIR

OWN ETHNIC IDENTITY AND
APPRECIATE THAT OF OTHERS,

REDUCE PREJUDICE AND
STEREOTYPING, AND PROMOTE

CULTIMAL PLURALISM AND EQUAL
PARTICIPATION (NOTE: OD NOT

=FUSE WITH "CROSS CULTURAL
TRAINING," WHICH, PRIOR TO

JAN79 WAS FREQUENTLY USED FOR
"MULTICULTURAL EDUCATION")

Where two concepts have previously been 'forced" under one
Desaiptor as a work of °word indexing (i.e., indexing strictly by
words rather than by the meanings behind them), a reciprocal
historical note should be made, e.g.,

FOUIWATION PROGRAMS

SN SYSTEMS WHEREBY STATE FUNDS ARE

USED TO SUPPLEMENT LOCAL OR
INTERMEDIATE SCHOOL DISTRICT

FUNDS FOR ELEMENTARY AND
SECONDARY EDUCATION -- A

"MINIMUM FOUNDATION" OF
FINANCIAL SUPPORT IS USUALLY

GUARANTEED REGARDLESS OF THE

LOCAL DISTRICT'S ABILITY TO
SUPPORT EDUCATION (NOTE: PRIOR
TO MAR80, THIS TERN WAS NOT

SCOPED AND WAS SOMETIMES USED TO

INDEX "PHILAXIMPIC
FOUNDATIONS")

(4) Mandatory Levellag Terms

PHILANTHROPIC FOUNDATIONS

SI. TRUSTS OR CORPCAATIONS CREATED

FOR CHARITABLE PURPOSES THAT
PROVIDE GRANTS OF FUNDS TO

FINANCE RESEARCI, SERVICES,
FACILITIES, EQUIPMENT, OR

LIBRARY RESOINICES (NOTE: PRIOR 11111

TO MAUD, THIS CONCEPT WAS OFTEN
INDEXED UNDER "FOUNDATION
PROGRAMS," WHICH WAS NOT SCOPED)

Scope Notes must account for Descriptors having any special

roies or functions in ERIC indexing. The mandatory educational
level Descriptors art intended to serve a "classing' functionto bring
together all materials falling within a certain educational range. (See
Section VII, item I.3.a.(1) of this manuaL)

The use of a limited authority list of educational level terms
for this special function is somewhat at variance with the principle of
indexing to the level of specificity of the document/article. One
effect is their preponderant assignment as minor index terms. They
are major index terms only when representing the Attica of a
document.

Because of their unique status, the mandatory educational
level Descriptors arc flagged within the body of the Thaw= with
a special instruction in the Scope Note, e.g.,
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HIGHER EDUCATION

SN ALL EDUCATION BEYOND TOE

SECONDARY LEVEL LEADING TO A
FORMAL DEGREE (WE: ALSO
APPEARS IN THE LIST OF

WIDATORY EDUCATIONAL LEVEL

DESCRIPTORS)

(5) Descriptors Crwresponding to Publication Type Categories

Certain Desaiptors are sometimes used to index document
characteristics other than subject content. Among these are the
so-called "'Publication Type" Descriptors that arc frequently used to
imiex document kati, e.g., ABSTRACTS, CURRICULUM
GUIDES, QUESTIONNAIRES.

Since mid-1974, however, ERIC has provided a special field
fix Publication The tags. Wherever there is an exszt match between
one of the authorized Puliiceion Type categories and a Descriptor,
the Desaiptor (as of March 1983) has been resented for use stukt
when indexing document subject, e.g.,

BIBLIOGRAMIES MIS
SA DESCRIPTIVE LISTS OF BOOKS OR SN

OTHER PRINTED NATERIALS, WHICH
ARE WRITTEN BY ONE AUTHOR,

DURING ONE PERIOD. ON ORE
SUBJECT, PRODUCED BY ONE PRINTER

AND/OR PUBLISHER, OR LOCATED IN
ONE PLICE (NOTE: CORRESPONDS TO

PUBTYPE CODE 131 -- DO NOT USE

EXCEPT AS THE SUBJECT OF A

DOCUMENT)

DOCTORAL DISSERTATIONS

SA THESES SUBMITTED IN PARTIAL
FULFILLMENT OF DOCTORAL DEGREE

REQUIREMENTS (NOTE: CORRESPONDS
TO PtliTYPE CODE 041 -- DO NOT

USE EXCEPT AS THE SUBJECT OF A

DOCUMENT)

DEVICES, PROCEDURES, OR SETS OF

ITEMS THAT ARE USED TO MEASURE

ABILITY, SKILL, UNDERSTANDING,

KNOWLEDGE, OR ACHIEVEMENT (NM:
USE A MORE SPECIFIC TERM IF

POSSIBLE -- THIS BROAD TERM
CORRESPONDS TO PUBTYPE COOE 160

AND SHOULD NOT BE USED EXCEPT AS

THE SUBJECT OF A DOCUMENT)

The 22 Descriptors so limited are listed in the Introduction
to the Thesaurus and are discussed in greater detail in Section VII,
item 1.3.d of this manual.

(6) Ambiguous Usage

Certain ERIC Descriptors have had such inconsistent usage
over time as to have little value in retrieval. The postings level of
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some of these terms may be so large as to make reposting to other,
more precise terms impractical.

As such terms are discovered And if it is determined that
postings cannot be readily transferred, they are relegated to 'deur
term status. In other words, they are qualified is do Therm= with
birth/death dates, along with relatively standartfired Scope Notes that

kad users to other terminology.

EDUCATIONAL PROGRAMS (1906 1980)

SN INVALID DESCRIPTOR -- USED

INCONSISTENTLY IN INDEXING --

COORDINATE NORE SPECIFIC

DESCRIPTORS

HISTORICAL CRITICIBN (1962 ISMO)

SN INVALID DESCRIPTOR -- ORIGINALLY

INTENDED AS A LITERARY TERN, BUT

USED INDISCRIMINATELY IN INDEXING

-- SEE "LITERARY CRITICISM" AND

APPROPRIATE "HISTORY" TERN(S) FOR

THIS CONCEPT -- SEE ALSO "LITERARY

HISTORY" OR "HISTORIOGRAPHY"

SELF EVALUATION (1966 1980)

SN INVALID DESCRIPTOR -- USED PM

PERSONAL, MANIZATIOKAL, OR
PROGRAM SELF EVALUATION -- SEE

"SELF EVALUATION (INDIVIDUALS)"

AND "SELF EVALUATION (GROUPS)"
RESPECTIVELY FOR THESE CONCEPTS

(very broad term used
inconsistently in prior years
and therefore with littk
appareut retrieval value
further study may show that

most Postings MBY be Purged
without loss)

(indisaiminate usage of this
term was caused by "word
indainepostings need to
be examined individually to
determine potential value)

(heavily posted term with two
meaning, which need to be
clistinguishedevay usage
will most lady need to be
reposted to one of two
preferred Descriptors)

Retrieval considerations occasionally necessitate a

cross-reference in the Scope Notes of preferred terms back to "dead°
terms. ("Dead" terms carry no standard Thesaurus cross-references,

NTs, BTs, and RTs.)

AMERICAN HISTORY (1M 1980)

SN INVALID DESCRIPTOR -- ALTHOLEH

SCOPE NOTE REFERRED TO NORTH,

SOUTH, AND CENTRAL AMERICA, TERM
USED FREQUENTLY FOR U.S. HISTORY -

- SEE "NORTH AMERICAN HISTORY,"

"LATIN AMERICAN HISTORY," OR

"UNITED STATES HISTORY"

5 6

UllITED STATES HISTORY

SN (NOTE: PRIOR TO KANO,
"AMERICAN HISTORY" WAS
OCCASIONALLY USED FOR THIS

CONCEPT)
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(7) Dates Appearing in Instructional Scope Notes

Dates in instructional Scope Notes reflect the calendar
month/year of partiailar Thesaurus updates or changes and do not
refer to RIE and UTE issues. Thesaurus updates usually occur from
1 to 2 months in adlance of RIE/OJE isueg however, on occasion.,
they may occur up to 6 months ahead of these publications.
Therefore, searchers must assume that a given change may not have
been effective in RIE or ME for up to 6 months after a Scope
Notes calendar date. For that 6-mmth period, searchers should
consider and employ bmh the old (pre-change) way of indexing and
the Dew way of indeaing.

5. UF (Used For)/USE References

General

The UF and USE references are generally employed to solve
problems of syoonymy occurring in natural language. Terms following the UF
notation are arlearims or variant forms of so-42'1W main terms or postable
Descriptors. These syncayms or quasi-synonyms, also known as
Rnon-preferredff terms, are mat used in iodating or searchikw, their listing
merely provides a pathway to the preferred terms in the Thesaurus. They
thus serve as the access vocabulary, ie., they reixesent variaus points of entry
that users (both indexers and searchers) are likely to try. Ideally, there should
be as many entry points for a given concept as there are ways to describe that
concept.

The importance of the UF notation extends beyond the clear-cut case
of synonymy. The notation can represent the relationship to a Descriptor of
a near synonym that has a general conceptual similarity, but that is not a true
synonym, and it may also be used to indicate highly speac terms that, for the
purposes of storage and retrieval, are indexed under r more general tem.

UFs are entered in the Thesaurus as cross-refervires to main terms,

LABOR
UF MANPOWER

GRADES (SCHOLASTIC)
UF MARKS (SCHOLASTIC)

For each UF entered in this manner, the ERIC Thesaurus software
automatically generates a reciprocal USE reference. (USE references cannot
be added directly to the Thesawur, they appear only as a reciprocal result of
the generation of UFs.) The reciprocals of the above UFs are:

MANPOWER
USE LABOR

6 6
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MARKS (SCHOLASTIC)
USE GRADES (SCHOLASTIC)

These reciprocals are mandatory. They refer the Thesaunu user from a
non-postable or non-indesabk term to thaz preferred, indent* term or term

b. Summary at ApFaved Functions far UM Reibressces

(I) To refer from synonyms and variant word forms to the preferred
form established as the main term. "Synonym` must be nude:stood
to mean ziniscaniagam_tha_MRS&A.-tatkaULSEIC
Distinction made in the literature and in authorities are not
important if they do not hold up from the point of view of retrieval

SIGHT HOKKU

USE VISION USE HAIKU

SUBJECT ACCESS
USE INDEXING

ABUSED CHILDREN DEATH EDUCATION

USE CHILD ABUSE USE DEATH

(2) To refer from a highly specific term to a more general term (posting
up), including bringing together the points in a conceptual continuum.

(3)

LEGAL SECRETARIES GAS WELDING EARLY DETECTION

USE SECRETARIES USE WELDING USE IDENTIFICATION

To refer from a commor4 accepted acronym or abbreviation to its
full form.

ITA LRC

USE INITIAL TEACHING ALPHABET USE LEARNING RESOURCES CENTERS

(4) To refer from a colloquial term to its scientific or technical
equivalent, or from a scientific ce technical term to its commonly
used equivalent

(5)

CROSS EYES CYESIS

USE STRABISMUS USE PREGNANCY

To refer from older to crent terminology.

NEGROES (1966 1977)
USE BLACKS

(6) To refer from an antonym when clistinctions between opposites are
determined to be unimportant for ERIC retrieval.

DEHUMAN I ZAT ION MALNUTRITION

USE HUMANIZATION USE NUTRITION

1- 4.1
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(7) To prescolle simultawous use of more than o= term to express a
concept.

(8)

FATHER ROLE

USE FATHERS

and PARENT ROLE

To refer from a deleted main term to the main term(s) to which the
okler postings have been transferred.

COLLECTIVE NEGOTIATION (1967

1977)

USE COLLECTIVE BARGAINING

C. Rules fm USE References

The phrase "USE reference and the abbreviation "Ur represent
reciprocal references to and from the same entity, a sum-postable Thesanus
term, and the two art citen used interchangeably in the following discussion,
depending on the point being male.

UF construction follows the rules for the construed= of main terms
(see item D2.c of this sectim3), includinw

UFs are limited to 50 characters, inchalisg blanh.

Only noun and noun phrases should be used for UFs.

Parentheses ( ) are the only punctuation allowed in UFs.

The following additional rules also apply:

(1) UFs may refer laterally or upward, but never downward, i.e., never
from a broader concept to a narrower, more specific =wept.

(2) UFs must bear the same relationship to the hierarchy (BTs/NTs) of
a main term as does the main term itselfm=1 where a UF,
conceptually bearing an RT relationship to the main term, is being
treated as synonymous for the purposes of retrieval.

UFs 'rust bear the same relationship to the RTs of the main term as
does the main term itself.

(3)

(4) UFs are restricted to Ads' catty pointsthose for which there is
good probabiliq of use.

(5) All entry points likely as user approaches to a concept should be
included as UFs in the Thesawus.
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410
d. Evaluation and Decision Criteria for USE &Anew=

(I) Relationship Between UF and Main Term

The relationship between a UF and its main term should
normally be either synonymous or hierarchical.

"admix."
Synonyms can be tested by inserting the words Nis always" or
"are always" between the two terms. The relationship should be
true in both directions. Examples*.

SELF DISCIPLINE

[Ull is always [main term]
[main term] is always RIF)

SLY DISCWIEet is skims SEW coNnux
USE SELF CONTROL SIF ODNIROS. is alms SEW IMMUNE

MINORITY CULTURE

USE MINORITY GROUPS

VILLAGE WORKERS

MINORITY CULTURE is M. 'mown GROUPS
pamourY ORMIS ans slow MINORYIY CULTURE

VILLAGE WORKERS an shags CHANGE MOKINIS 110
USE CHANGE AGENTS CEANO/3 ACRIP/IS v slump VELUM WORKERS

If the test holds true in both directions, the terms are
A2201121111.

If the terms do not meet the test of "always in both directions,
but do meet the test of "usually or *frequently," they are
jaradmaggi. Then the criterion is whether they are
synonymous for the purposes of retrieval from the ERIC
database. For example, SELF DISCIPLINE and SELF
CONTROL are not identical, but are very nearly so:

If the UF term were also established as a main term, would
the postings on the two terms be distinguishable?

Would searchers frequently want one concept but not the
other?

If the answers to these questions are negative, then the terms
are essentially synonymous and the UF term i appropriate.

If the two terms meet the test of "always* only in the direetion
"UF is always main tam," then the relationship is hierarchical
and legitimate.



If the two terms meet the test of *sometimes" in one or both
clirections, e.g., CHANGE AGENTS stemma=VILLAGE
WORKERS, then there may be a hkklen hierarchical
relationship that amid be expressed in a new pre-coon:Emotion:
VILLAGE [or rural] CHANGE AGENTS Use CHANGE
AGENTS.

Testing for kfierarchy

Hierarchically related UFs can be similarly tested by inserting
the words "kind(s) or or "specific application of" between the
two terms. The relationship will hold true in one direction.
Example&

[UF] are kinds of [main tam]
[main term) are kinds of [UP]

GRANDFATHERS camerAmeits axe kinds of GRAMMFENI3 (true)
GRANDPARENIS ale kW& of GRANIWATTREM (false)USE GRANDPARENTS

FAILURE
USE ACADEMIC FAILURE ACADEMC FAILURE Mid of FAXIXRE (tow)

FAILURE k a Wad of ACME= FAILURE (falsc)

GRAIN MARKETING GRAIN MAREEEINO ix speak oppliciliou of GRADIS (100D) (trie)
USE GRAINS (FOOD) GRAMS (FOOD) is a spool& oppfsmoina of GRAIN HARKBIING (folio)

If the test holds true froaLLE to main term, the relationship is
upward and legitimate.

If the test holds true koantainierm to UP, the relationship is
downward and violates the rules for UFs. Such errors can be
remedied by qualifying the UF, e.g., FAILURE
(SCHOLASTIC).

If the test does not hold true in either direction, the relationship
is an RT relationship and violates the rules. However, it should
be remembered that such relationships may eat whenever the
concepts are judged to be sufficiently synonymous for searching
purposes. (For a brief discussion of these RT relationships, see
"Special Problems in Meaning and Usage* below, item
"D.5.e.(5).")

(2) Relationship Between UF and Rest of Cross.Reference Structure

The BTs, NTs, and RTs of a main term should normally
have the same relationship to a UF of the main term as they do to
the main term itself.
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Examples:

FILM (UFs art appropriate
UF BLACK AND WHITE FILMS to NTs and BTs)

CINEMA
COtOR FILMS
MOTION PICTURES

SILENT FILMS
MO FILMS (196$ 1980)

NT FOREIGN LANGUAGE FILMS

INSTRUCTIIINIAL FILMS

KINESCOPE RECORDINGS

SINGLE CONCEPT FILMS

BT MASS MEDIA

NONPRINT MEDIA

VISUAL AIDS

RT AUTEURISM

CAPTIONS
CARTOONS

COPYRIGHTS
DOCUMEATARIES

FILM carrmsN
FILM INDUSTRY
FILM LIBRARIES

FILM PROMUCTION

FILM SIM
FILMOGRAPHIES

FILMSTRIPS

LITERARY STYLES

PHOTOGRAPHS

POPULAR CULTURE
REPETITIVE FILM SHOWINGS

THEATER ARTS
TRANSPARENCIES

VIDEOTAPE RECORDINGS

DISARNAPRIT (UFs are appropriate
UF ARMS CONTROL

MULTILATERAL DISARMAMENT

NUCLEAR CONTROL
UNILATERAL DISARMAMEKT

RT ARMED FORCES

CONFLICT

INTERNATIONAL RELATIONS

MILITARY SCIENCE

NATIONAL DEFENSE
NUCLEAR WARFARE

PEACE

WAR

WORLD PROBLEMS

(3) Usefulness of UF as an Access Point

to the RTs)

The access point provided by the UF should be genuinely
useful, Le,
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there should be a good possilmlity that users el the Thesaurus

might actually approach the concept via the MN terminology;
and

the UM terminology should be found in the literature and hi
relatively common &course.

Example; FASHION INDUSTRY

SN CONCERNED WITH THE DESIGN.

PRODUCTION, AND MARKETING OF

CLOTHING

UF APPAREL IWDUSTRY
CLOTHING INDUSTRY

6ARNENT INDUSTRY

BT INDUSTRY

RT CLOTHING
CLOTHING DESIGN

CLOTHING INSTRUCTION

NEEDLE TAMS
OCCUPATIONAL WINE ECCWONICS

SERVICE OCCUPATIONS

SEWING INSTRUCTION
SEWING MACHINE OPERATORS

TEXTILES INSTRUCTION

(4) Need for UF as an Access Point

The need for additional UFs or access points can be tested
as follows:

Check the Rotated Display under the key component words of
the main term to see the surrounding "terminology terrain."
Determine whether UEs from and to those words point to other
words that meet the test for synonymity or near-synonymity.
Any identifiable patterns of references not already rovided for
in the Desaiptor's UR should be added.

In the exam* below, the adjective "ocaipationar of the 2-word
Descriptor OCCUPATIONAL TESTS is viewed in the context
of the Rotated Display. Alternative words (such as 11.IOB,"
"VOCATIONAL,* ''CAREER," "EMPLOYMENT) that should
be considered as adifiticsial access points are easily =IL

ALUMBIETICALDISEIAI

OCCUPATIONAL TESTS

SN TESTS DESIGNED TO PREDICT JOB

PERFORMANCE BY RECORDING SPECIFIC

ABILITIES AND INTERESTS THAT
CORRESPOND WITH THOSE Of PERSONS

SUCCESSFULLY ENGAGING IN THE

PARTICULAR FIELD OF WORK (NOTE:

FOR OCCUPATIONAL INTEREST
INVENTORIES, USE "INTEREST

6
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INVENTORIES")

Ur ADMISSION TESTS (OCCUPATIONAL)

EMPLOYMENT TESTS

PERSONNEL TESTS

VCCATIONAL TESTS
NT WORK SAMPLE TESTS

ST TESTS
RT APTITUDE TESTS

ASSESSMENT CENTERS (PERSONNEL)
CAREER COUNSELING

EMPLOYMENT QUALIFICATIONS
INTEREST INVENTORIES
J08 PERFORMANCE

JOB SKILLS

LICENSIM3 EXAMINATIONS (PROFESSIONS)
MATURITY TESTS

PERFORMAKE TESTS
PERSONNEL EMLUATION
PREDICTIVE NEASUREMENT
VOCATIONAL APTITUDE

VOCATIONAL VALUATION
VOCATIONAL INTERESTS

AOTATED DISMAY

OCCUPATIONAL ADJUSTMENT Use VOCATIONAL ADJUSTMENT
ADMISSION TESTS (OCCUPATIONAL) Use OCCUPATIONAL TESTS

OCCUPATIONAL ANALYSIS Use JOB ANALYSIS
OCCUPATIONAL ASPIRATION

OCCUPATIONAL ASPIRATION LEVEL Use OCCUPATIONAL ASPIRATION
OCCUPATIONAL AWARENESS Use CAREER AWARENESS
OCCUPATILIAL CHOICE (1968 1980) Use CAREER CHOICE
OCCUPATIONAL CLUSTERS

OCCUPATIONAL COUNSELING Use CAREER COUNSELING
OCCUPATIONAL DISEASES

SUPERVISED OCCUPATIONAL EXPERIENCE (AGRICULTURE)

OCCUPATIONAL EXPLORATION Use CAREER EXPLORATION
OCCUPATIONAL FAMILIES Use OCCUPATIONAL CLUSTERS
OCCUPATIONAL FOLLOWUP Use VOCATIONAL FOLLOW
OCCUPATIONAL GUIDANCE (1966 1980) Use CAREER GUIDANCE
OCCUPATIONAL HEALTH Use OCCUPATIONAL SAFETY AND HEALTH
OCCUPATIONAL HOME ECOMMICS
OCCUPATIONAL INFORMATION

OCCUPATIONAL INFOIMATION SYSTEMS Use CAREER INFDRMATION SYSTEMS
OCCUPATIONAL LEVEL Use EMPLOYMENT LEVEL
OCCUPATIONAL MOBILITY

PROMOTION (OCCUPATIONAL)

OCCUPATIONAL PSYCHOLOGY Use INDUSTRIAL PSYCHOLOGY
OCCUPATIONAL SAFETY AND HEALTH

OCCUPATIONAL SAFETY AND HEALTH STANDARDS Use LABOR STANDARDS aml
OCCIMICKALSAFETY

AND HEALTH
OCCUPATIONAL SATISFACTION Use JOB SATISFACTION
OCCUPATIONAL SUCCESSION Use OCCUPATIONAL NOBILITY
OCCUPATIONAL SURVEYS

OCCUPATIONAL TESTS
OCCUPATIONAL THERAPISTS
OCCUPATIONAL THERAPY

OCCUPATIONAL THERAPY ASSISTAti S

OCCUPATIONAL TRAINING Use J/1 TRAINING

-
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FENt
SN

UF

BT

RT

Make sure that access is rcovided from important key words in
the main term (or perhaps in the Scope Note), e.g.,

OF SICCESS
NEED TO REFRAIN FRON MAXIMALLY

UTILIZING ONE'S ABILITIES IN
ACHIEVEINNT SITUATIONS BECAUSE

EXPECTED NEGATIVE CONSEQUENCES

SUCCESS AVOIDANCE
FEAR

ACHIEVEMENT
FAILURE

GOAL ORIENTATION

INHIBITION
LOW ACHIEVEMENT

MOTIVATION

SELF MOTIVATION

SEX ROLE
SUCCESS

UNDERACHIEVEMENT

PRETEND PLAY
SN PLAY INVOLUNG maps( WHAM

BELIEVE
Of UF FANTASY PLAY

MAKE BELIEVE PLAY

SYMBOLIC PLAY

BT PLAY

RT BEHAVIOR DEVELOPMENT
BEHAVIOR PKTTERNS
DRAMATIC PLAY

FANTASY

IMAGINATION

IMITATION

ROLE PLAYING
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Check dike of documents and articles posted to the main term
for dues about alternate word buns and terminology.

FUTURES (OF SOCIETY)

UF ALTERNATIVE FUTURES
FUTURE STUDIES
FUTURISM

FUTURISTICS

FUTIMOLOGY
RT APPROPRIATE TECHNOLOGY

CULTURE LAG

DECISION MAXUS
DELPHI TECHNIQUE

EMERGING OCCUPATICMS

LCOG RANGE PLANNING

PLANNING
PREDICTION

PUBLIC POLICY

RELEVANCE (EDUCATION)

REVOLUTION
SCIENCE AND SOCIETY

SOCIAL CHANGE

SOCIAL INDICATORS
TECHNOLOGICAL ADVANCEMENT
TREND ANALYSIS

VALUES
WORLD AFFAIRS

Adm. (618aNiety)
Alternative imams ot the Riture: Ecanssios for
gakeedionandlholampsration oneness's. Can-
farms ftooe4dinfle

BD WI 015
Alternative tioenencis of the American Futurec
1980-2000.

EC 175 037
Marisa a Actin? Los Chicanos En BAne 2001
(America or Aftion? Mums In Ite Year
2ocrt).

B) 175 247
Article Booklet tar the Elmendi Course try
Newspriame Connections: Technology and

°"....00Navo-14,00%.

A Futures Osilcuhan for *mango.
ED 180 905

Future Studies h the K-12 Curriculum.
ED 180 tee

Future Tama: A Workbook for Planning the Use
of Land.

ED 175 943
Future Trends in Education Policy.

E0 177 888//
Futurism: Framework for Comm:Son.

riv ate
Futuristic Forecasting Cakulated Curtail=
Reiesence (Wag the Methods ores Futurist as
a Forecasting Technique).

ED 175 804
Futuristic Images of Guidance and Student Ser-
Wee

E0 181 400
Fulutsttcs and Education: An ASCOTask Force
Report. Rolettalonal Paper. 19794.

8) 175 384
Futuristics end Education. Fastback 131.

ED 178 X18
tar the

Make sure that access is provided for embedded concepts in any
compound words in the main term, e.g., COLLEGE
COOPERATION, in the case below:

INTERCOLLEGIATE COOFENATION

SN COOPERATION BETWEEN OR AMONG
COLLEGES, UNIVERSITIES, OR

PROFESSICMAL SCHOOLS

UF COLLEGE COOPERATICM (1988 1980)

INTERCOLLEGIATE ATHLETICS 0

INTERCOLLEGIATE PROGRAMS (1987 1980)
81 EDUCATION& COOPERATION

INSTITUTIONAL COOPERATION
RT ARTICULATION (EDUCATION)

COLLEGE PLANNING

COLLEGE SCWOL COOPERATION
COLLEGES
CONSORTIA

.2 .1Lif
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e. Special Problems in Meaning and Usage

(I) Filing Ordaining Dianna

The requirements for effective access to the vocabulary vary
in Merest alphabetical sections of the Thesowus. Provision of UFs
that have the same first ward as dm main term is unnecessary if they
will file in close proximity to the main term, and if the possilifity of
addkional intervening refmences and &splays appears small.
Similarly, several UFs referring to the same Descriptor are redundant
if they will file topther, whether or not they will appear a4jacent to
the main term. However, in core areas of the Thessuus, such as the
schoor terms, the "student' terms, etc., UFs beginniis with the same
word, or beginning with the same ward as the main term, may
nevertheless file at a substantial &stance from each other. These
references may be vital, e.g.,

SCHOOL PERSONNEL
UF SCHOOL EMPLOYEES

SCHOOL OFFICIAIS

A further mondani= in determining the usefulness of
additional references of this type is the effect of word-by-word filing
of the Thesawus Alphabetical Display. In letter-by-letter filing used
in ERIC Thesawus editions bete= 1980, certain USE references
would file immediately before or after their respective main terms,
and the chances were remote that new entries would fall between
them. The following two sets illustrate this situation:

AUTO MECHANICS SOCIALIZATION

UF AUTOMOBILE MECHANICS UF SCCIAL LEARNING

AUTOMOBILE MECHANICS SOCIAL LEARNING

USE AUTO MECHANICS USE SCCIALIZATION

With word-by-word filing, however, many entries now intervene
between these sets of terms and the importance of having the USE
references is more pronounced.

(2) Error of "Mixed Signals'

Confusion can occur when UFs are considered onhi from the
point of view of the rub term. In evaluating UFs and in judging
their correctness, it is imperative to consider them not only in the
Main Term display but also

at the place where they file reciprocally



VOCABUIARY - DESCRIPTORS

O
GUIDANCE SPECIALISTS GUIDANCE MIMS
USE GUIDANCE PERSONNEL USE ODUNSELORS

under each word in the rotated display

TEACHER COMPETENCY TEACHER QUALITY TEACHER EFFECTIVENESS

USE TEACHER QUALIFICATIONS USE TEACHING QUALITY USE EFFECTIVE TEACHINS

The above examples of "mixed signals° existed in the
pre-DSO Them:us.

The situation Mustrated by the fast exampk was particularly
confusing because COUNSELORS was (and is) a Narrower Term of
GUIDANCE PERSONNEL.. This error was corrected in three steps:

Deleting GUIDANCE WORKERS as a UF.

Clarifying GUIDANCE SPECIALISTS with a double USE
reference.

GUIDANCE SPECIALISTS

USE GUIDANCE PERSONNEL

and SPECIALISTS

Adding a historical note to the Scope Note of GUIDANCE
PERSONNEL.

GUIDANCE PERSONNEL
SN PROFESSIONALS ENGAGED IN

ASSISTING INDIVIDUALS AND GROUPS

TO DEVELOP REALISTIC AND
SATISFYING PLANS, GOALS, AND
ACTIVITIES (NOTE: PRIOR TO MAUD.

THE INSTRUCTION "GUIDANCE

W)RKERS. USE COUNSELDRsn WAS
CARRIED IN THE THESAURUS)

The mixed signals among the above leacher* term examples

were repaired with the following two displays:

TEAcRER EFFECTIVENESS

SN DEGREE TO WHICH TEACHERS ARE
SUCCESSFUL IN SATISFYING THEIR

OBJECTIVES, OBLIGATIONS, OR

FINICTIONS

UF EFFECTIVE TEACHING (1966 IMO)

TEACHER QUALITY

TEACHING QUALITY (1966 1980)

BT TEACHER BEHAVIOR

RT ACADEMIC ACHIEVENENT

CLINICAL SWUM HON (OF TEACHERS)

EDUCATIONAL QUALITY
EXCELLENCE IN EDUCATION

INSTRUCTIONAL EFFECTIVENESS
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INSTRUCTICOAL IMPROVEMENT
INSTRUCTICMAL INNOVATION

SCHOOL EFFICTIVENESS
STLDENT EVALUATION OF TEACHER

PERFORMANCE

TEACHER EVALUATION

TEACHER INFLUENCE

TEACHER ROLE
TEADEPS
TEACHING (OCCUPATION)

TEACHING MODELS

TEACHING SKILLS

TEACHING STYLES

TEACHER QUALIFICATIONS
SN ONE'S EDUCATION, EXPERIENCE. AND

PHYSICAL, SOCIAL. AND MENTAL

CHARACTERISTICS THAT DETERMINE

FITNESS FOR A TEACHING POSITION
GT QUALIFICATIONS

RI ALTERNATIVE TEACHER CERTIFICATION
EMOYNENT QUALIFICATIONS
MISASSIGMEIT OF TEACHERS
TEACHER BACKOROL40

TEACHER CERTIFICATICR4
TEACHER CHMACTIRISTICS
TEACIMR EDUCATION
TEACHER EDUCATION CURRICULLN

TEACHER EVALUATION
TEACKR SELECTIM
TEACHERS
TEACHING (OCCUPATION)

TEACHING EXPERIENCE

(Note: No reference was found to be necessary to the old UF
TEACHER COMPETENCY since a postings check showed it to
have no impact on the earlier use of TEACHER
QUALIFICATIONS.)

(3) Pm:waisted Upward Ulits

Upward UF references cause no problem as single-word or
mukiword constructions that directly parallel the words or component
concepts of a main term.

ADHESIVES

UF CEMENTS (ADHESIVES)
GLUES

PASTES (ACWESIVES)

SEALANTS

STICKERS

NONTRADITIONAL EDUCATION
SN EDUCATIONAL PROGRAMS THAT ARE

OFFERED AS ALTERNATIVES WITHIN OR

WITHOUT THE FORMAL EDUCATICOAL

SYSTEM AND PROVIDE INNOVATIVE AND
FLEXIBLE INSTRUCTION. CURRICULUM,

666
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GRADING SYSTEMS. OR DEGREE 

REQUIRE/EIITS 
UF ALTERNATIVE EDUCATION 

ALTERNATIVE SCHOCKS (1972 1980) 
EDUCATIONAL ALTERNATIVES (1974 1980) 
INSTRUCTUNIAL ALTERNATIVES 

TEACHII6 ALTERNATIVES 
TRAINING ALTERNATIVES 

(Note: The qualifier 'adhesives" was necessary in two instances of 

the first example to avoid setalkd 'downward" UFs (i.e., from a 

broader to a narrower concept); downward UFs art serious errors in 

the 'terminology terrain' of a thesaurus.) 

However, precoorrlinated upward UFs that add a an 
concept, one not directly related to the component concepts of a 

min term, can cause anifusker when they are interpreted too 

"literally by indexers and searchers. This problem can best be 

lilustrated with au example. 

ACADEMIC EISICHPIENT (1966 1980) 
USE LINIMENT 

UP ACAINEMIC ENRICHNENT (1968 1980) 

ENRICHMENT EXPERIENCE (1989 1980) 

NT CULTURAL ENRICHMENT 

CURRICLIUM ENRICHNEKT 

J08 ENRICHMENT 

LAMM ENRICHMENT 
MATHEMATICAL ENRICHMENT 

RI ENRICHMENT ACTIVITIES 

As of 1980, the Thesauri,: says 'ACADEMIC 

ENRICHMENT, Use ENRICHMENT." (ACADEMIC 
ENRICHMENT is a former main term.) Beyond the literal 

command to *use ENRICHMENT,' this instructics: does two other 

thimc 

It gives the user access to the 'terminology terrain" of the word 

*academie If one takes the USE reference too literally and uses 

ENRICHMENT only, access via the word °academie could be 

lost. Depending on the document being indexed or the search 

stratery being formulated, this may or may not be impcatant. Only 
the indccer or searcher can decide, based upon the particular 
circumstances of the document being indexed or his/her retrieval 

needs, whether access via the wcwd 'academie is necessary. 

O 

It leads the user to a &splay where more specific or precise 
terminology may be found, including, quite pass:11y, a more 
suitable term for the partiadar document or search strategy. 

Again, if the user takes the USE reference literally, 
ENRICHMENT will be used, posaly in lieu of more appropriate 
terms, e.g., CURRICULUM ENRICHMENT. 

(Note: Access umier ENRICHMENT is not lost if 111 

ERIC Pracessing Manual May 1992 
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CURRICULUM ENRICHMENT is used, certainly not in
computerized retrieval with its word searching capability, but
neither in manual searching if users are trained in use the
Thesnimis properly.)

A USE reference specifies that Term *A" is Aux a postable
concept for the ERIC indexes mid that Term *13* (and sometimes
Tenn er) will be used instead, SiffiidiRlIbitn
emidagims. This, the indexing or searching process does not
necessarily stcv with the use or posting of Term T.* Users should
remember that the Thesasous is an ascess vocabulary, and that USE
rekrences merely provide a pathway to the most probable term that
one might wish to use. Indexing decisions or search strategies should
never be based rigidly en a USE reference alone. Before making a
final decision, usess should =mine the surrounding *terminology
terrain* and then proceed to the main term display to which a USE
reference leads. To do otherwise is to engage in mere "word
indexing* and defeats the unTay ci a structured vocabulary.

(4) Inverted Entries or Term Reversals

An early rule with respect to ERIC Thesaunis development
specifically prohtited the use of inverted entries in ems-referencing.
The reasoning behind the rule was that the Rotated Descriptor
Display provides access to all words of a mukiword Descriptor.

A plethora of invested entries, of course, would be
undesirable, and over the years, this rule hu been followed with only
rare exceptions. Some =simples of inverted entries that presently
exist in the Maass:us Are:

BATTERIES (ELECTRIC) DIAGNOSIS DISCRIMINATION (SOCIAL)

USE ELECTRIC BATTERIES USE IDENTIFICATION USE SOCIAL DISCRIMINATION

DIAGNOSIS (CLINICAL)

USE CLINICAL DIAGNOSIS

DIAGNOSIS (EDUCATIONAL)
USE EDUCATIONAL DIAGNOSIS

Justification for the wbatterks* and *disaiinination* reversals is a need
for access at the most logical, or commonly thought of, paint of entry.
Support for the *cruignosie entries is based on a perceived need to
less= indezer/searcher confusion and criminate any possilility of
term misuse.

It should he emphasbnd, however, that inverted entries are
generally discouraged and that special demonstrable circumstances
are necessary to justify them.
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(5) Related-Um Type of Relations Mp Between a Main Term and the

UF Unsling To ft

A main tam and a UF leading to it may have do tame
concepmal relationship between tlwan as two Related Terms (RTs).

Such relationshipa will often be Fecoordiaated upward UFs.

In the case of *GRAIN MARKEI1NG, Use GRAINS (FOOD); the
UF is hierarchically related to the main term MARKETING and has

an RT relationship to GRAINS (FOOD). The usefulness of the UF
GRAIN MARKETING is strictly in Feventing the concept's use as

an Identifor and requiring that the more gencial term be used.
Confusion over what to do gout uniarkethig* in this instance can be
avdded if one remembers to not take the UF
MARKETING or another term to convey this aspect of the
document can and should be used also, if warranted.

RT-type UF/main term relationships between *population*

concepts and *condition" concepts may cause confusion as welL For

instance, the Thesasaus instruction 'VISUALLY HANDICAPPED,

Use VISUAL IMPAIRMENTS' maybe difficult to accept. However,
experience shows that any diffixences that may exist between such
terms cannot be consistently articulated in the indexing process.

(6) Colloquialisms

Slang and ailoquialisms are ordinarily not used as UFs,
particularly when the terminology of the main term is commonly

known and widely used, e.g.,

MARY JANE (DRUG) STRAW BOSSES
USE MARIJUANA USE CREW LEADERS

Akernathes to some colloquial expressions, however, may

not come readily to mind. Such expressions may be needed for
additional access, e4.,

BREADWINNERS
USE HEADS OF HOUSEHOLDS

(7) Transferred Descriptors

A former indexable or main term that has been downgraded
to the status of a UF term is accompanied by a "life span* notation
in parentheses, e.g., 11966 1974)." The life span notation indicates
the span of time in which a term was used in indexing and is helpful
in retrospectively searching older manual indexes and computer files.
Transferred terms with end dates of 1980 and earlier no longer
snow in the ERIC vendor files, Le., their postings have been
transferred to the preferred USE term(s). Transferred terms with
end dates after 1980, however, have not been completely updated,
and bctle old and new terms ordinarily must be searched in order to

C
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gather all postings. (me last complete reload of ERIC by the major
database vendors was in December 1980.) There are approximately
840 terms in the "1980 and earlier' group as opposed to fever than
100 in the "after-1980" group. The 'transferred, but still searchable
group of terms is fisted in ammsercially insbfished erfitions of the
ERIC Dawns (see "Transferred Descriptors' in the Table of
Contents).

Examples:

STUDENT TESTING (1966 1980)

USE EDUCATIONAL TESTING

(Transfer accomplished during the last
vendor reload [Dec80]; only the =rent
term needs to be searched.)

VIDEODISC RECORDINGS (1979 1986) (Transfer occurred since the last vendor
USE VIDEODISKS reload Pec80D; both old and new

terms should be searched.)

An addkional parenthetical qualifier accompanies certain
transferred Destripton that, because of their unusual original
wording, would appear cnst-of-place or even erroneous if not qualified
in their new roles as UFs.

Example:

PROGRESIVE RETARDATION (1966 1980)

(IN SCAM.)
USE EDUCATIONALLY DISADVANTAGED

Transferred Descriptors with postings alit two ways are qualified in
the same manner.

Example:

PAINTING (1966 1980) (ARTISTIC) PAINTING (1966 1980) (INDUSTRIAL)

USE PAINTING (VISUAL ARTS) USE PAINTING (INDUSTRIAL ARTS)

(This situation is not to be confused with Descriptors whose postings
were gagh transferred to two other Descriptors and are now 'double
UFs*--See next section.) The qualifiers in the above examples were
not attached to the original Descriptors; therefore, they follow the life
span notations. Qualifiers that were part of original Descriptors
precede the life span notations.

U
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Example:

CARDIAC (PERSON) (1968 1980)

USE HEART DISORDERS

Muttlpk UFs

The mukiple USE reference capabilky allows fir the
specification of a concept by up to fin term coordinations.

A pound sign (#) following a UF term signifies that two or

more main terms are to be used in cool-crusade:xi to represent that
UF.

Example:

ATHLETICS
SN SPORTS, GAMES, OR PHYSICAL

CONTESTS OFTEN ENGAGED IN

COMPETITIVELY
UF ATHLETIC ACTIVITIES (1968 1974)

ATHLETIC PROGRMS (1966 1980)

SPORTS

SPORTS NEWS #
SPORTS REPORTING #

CSALE61 ATMITICS
LW INTERCOLLEGIATE ATHLETICS

A footnote warning users that at least two terms are required to
retrieve these flagged concepts appears on every page of the
Thesawus Alphabetical Display. This footnote reads as follows:

# IWO OR MORE DESCRIPTORS ARE USED TO RspREszalr THIS TERM.
ME TERM'S MAIN E(rRy SHOWS THE APPROPRIATECOORDINATION.

To determine the proper coordination for a multiple UF, the user
needs only to consult the UFs reciprocal USE reference (i.e., main
entry) in the Alphabetical Display. The reciprocals or main entries
for the three multiple UFs given above would be:

INTERCOLLEGIATE ATHLETICS SPORTS NEWS SPORTS REPORTING

USE COLLEGE ATHLETICS USE ATHLETICS USE ATHLETICS

and INTERCOLLEGIATE COOPERATION and NEWS MEDIA and NEWS REPORTING

Multiple UFs lisosapot be used for concepts having high
Kg' Direct and specific Descriptors are most necessary
and desirable in areas of high search interest, to ensure ease and
prevision for manual retrievaL

Many existing multiple UFs reflect former precoordinated
main teams that had low utility and whose postings were transferred
to two broader terms.

u
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Ea:ample:

REMEDIAL ARITHIET IC (1966 1980)
USE ARITHMETIC
and REMEDIAL MATHEMATICS

As explained in the immariately preceding discussion on 'Transferred
Descriptors,' terms lire the above yid end dates of 1980 or earlier
have been replaced by their ;referred Descriptors awl are no longer
computer-searchal* akerninively, those with end dates of 1981 or
later may still mist in the database and, therefore, need to be
included in compeeltensive search strategics.

Users should be cautioned to be Beale in their use and
interprstatkm of multiple UFs. Llte other UFs, multiple UFs can
sometimes be taken too literally.* For instance, one of the mukiple
UFs illustrated above says:

SPORTS NEWS, Use ATHLETICS .aad NEWS MEDIA

ATHLETICS has many narrower terms ca. NI's, one of which is
FOOTBALL. NEWS MEDIA also has some NTs, inclaing
NEWSPAPERS. Remembering ERIC's policy to index to the most
specific available Descriptor, the concert °WWI news" should
obviously be indexed with FOOTBALL and NEWS MEDIA, not also
with ATHLETICS. For the even narrower concept "football
newspapers," NEWSPAPERS should be used, not NEWS MEDIA.

(9) Disallowance of I.Ws as Postahle Terms

UFs area= to be used as index postings in ERIC records,
either in the Descriptor field or as Identifiers.

Any indexer or user who disagrees with a UF, and can see
a need to post it, slxxild request a Thesmous change via the
procedures in item E.5 Reasons for requesting such a change
might include the followinv

A broad Descriptor is continually being posted for documents that
really pertain to the more specific subject of a UF.

An outmoded Descriptor is being posted for more contemporary
terminology mi-0 awed by a UF.

A Descriptor is being misused for different subjects because of a
broad or otherwise inappropriate UF.

All errant UFs should, of course, be removed from the
Thesauna. UFs so removed would then be acceptable for postint,

CC,t;
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6. Narreser Terms/Broader Terms

a. General

Narrower Tam/Broader Term (NT/BT) notations are used to
intricate hierarchical ielatips mon Descriptors. Because they are
Desaipton, NTs and NM are indasable and searchabk. More than any other
feature, hierarcNes &dovish a systematic Chemins frm other organized
lists of terms. They provide the capabilky for flue-tun* the indexing and
searchhig processes to the most appropriate level of subject specificity.

Wierarchical relationships are structured using the taxonomic concept
of "class membership.' Placement of terms wkhin hierarchies helps to define
the terms and limits their possible indexing and searching application&

Narrower Terms represent concepts totally included in the broader
class listed above them in the hierarchy.

En:nig= READING
NT ORAL READING

SILENT READNG

Broader Terms include as a subclass each concept represented by a

Narrower Term in the hierarchy.

Example& ORAL READING
BT READING

SILENT READING
BT READING

BTs and NTs have a mandatory reciprocal relationship. Sometimes a term
may have more than one Broader Term.

Enmpk: MIGRANT CHILDREN
BT CHILDREN

MIGRANTS

b. Generic Structuring

Generic structuring involves organizing Descriptors into"hierarchical
families.' A single hierarchical family is maik up of a class or category of
concepts and each of its members. Thus, the relationship is the same as that
between a thing and its types, or, in zoological terms, a genus and its member
species. In ERIC, and many other contemporary information systems, this is

the BT/NT relationship.

(1) IIT/NT Relationship

ERIC Descriptess are names (or tags) for classes of
information, and a NARROWER TERM of a given Descriptor is
simply a subclass within the scope of that given Descriptor, as

C
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illustra`vd below

Example I:

A

If A and B represent terms in the Thesaurus, then B is a
amorajam to Term A, because all members of the class
represented by Terns B are also members of the class represented by
Term A. The corresponding reciprocal statement is, of course, that
Term A is ahmkasam to Term B because, while it has members
whk.li are not members of Term B, it does include all members of
Term B.

The so-called *all-and-some test' is useful in detezmining
whether terms are related in this manner. In one of the ERIC
hierarchies, using Example I, A ANIMALS and B
IIVESTOCK. The BT/NT relationship of these terms passes the
test as represented by the following &gram:

ANIMALS

LIVESTOCK alt

i.e.,
mat animals
are livestock;

livestock
are animals.

On the other hand, two terms where each has only mu
members in common with the othcr a class overlap) would be
illustrated as follows:

Example 2:

In this example, Term C is Aot a sammerjeroi to Term B, nor is
Term B alostjajerm to Term C, because although the terms have
members in common, in of the members of Term C are 2,Qt also
members of Term B.

Example 2 can be illustrated with the ERIC terms
LIVESTOCK B) and HORSES (t. C). Using the 'all-and-some
testi%
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TI

LIVESTOCK

HoRsgs

Ls.. Agog torsos me

livestock; Egas

livestock ere horses,

bat
Al& horses are sot
livestodk:
livestock ere pot
torsos.

Two terms representing totally Afferent types of things such as
actions, objects, properties, fields of sizdy, etc., obviously cannot pass
the 'all-and-some test* and, therefore, cannot logicallybe hierarchical.

Exampk 3:

A

AM,

A pair of terms such as ANIMALS and ANIMAL
HUSBANDRY, or HORSES and HORSEBACK RIDING, may be
considered associated, but not associated hierarchically. (For
*associative relatimships,* see section D.7 on *Related Terms?)

(2) Hierarchical Ley* and Branches

There can be many levels in a hierarchy, as in the following
example:

Example 4:

Term F lies in the middle of this hierarchy with two kwifkilami
and two Auxzecrierms. These levels would appear in the The:aunts
Alphabetical and Ifierarchical Displays like this:

-
u
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Alphabetical Display

Term F
NT Term G
BT Term E

DisvlaY

:Menu D
:Term E

Term F
.Term
-Tenn H

Invalid mukiple entries or unintentional sprits can occur in
the Hierarchical Display if care is not taken in BT/NT structuring.
Terms should be entered in the Thesaww ale with only"
inuadiataLksliNkt_OSISLINECIENLCIM cited, Len la the same
manna in which they will appear in the Alphabetical Display. In
Ezam* 4, if Tam F were entered citing both D and E as broader
terms and U and H as narrower terms, the Wierarchical Display,
interpreting this as meaning D and E are at the same kvel of
broadness and G and H are at the same level of narrowness, would
contain incorrect double entries.

:Tani DI - InciaTect Double Entry
::Tam D
:Tenn E

Term F
.Tenn G
_Tam H
.Terta HI - Incorrect Double Entry

On the other hand, assume that Terms D through H are
members of an existing hierarchy and that new Term le needs to be
inserted between F and G. The input of Term X would correctly
carry the Er Term F and the la Term G. But, in adclition, the
previous (now invalid) relationship between F and G would need to
be expunged. Otherwise, the following faulty hierarchy would result:

Term D
.Term E
_Tenn F
...Term G] - Incorrect Double Entry
...Term X

G
_Term H

The inverse situation occurs if a term is deleted from the
middle of a hierarchy. For instance, if Term F were deleted from the
Example 4 hierarchy or purged altogether from the Thesaurus, a
secmid transaction would be necessary in order to maintain the
BT/NT relatiouship between Terms E and G. Otherwise, a
hierarchical *split" would result and leave two independent and
seemingly unrelated hierarchies, as in Example 5.
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Exampk 5:

Example 4 illustrates a hisurchy wkh many levels, each with
only one immellately adjaaratir oda relationship. Although only
the next higher (1)1) or lower (M) level is used in generic
structuring, this does not mean that a term is limited to one t or

A given term may be a member of two entirely separate
hierarchies. EXIIMPIC 6 illustrates this characteristic, sometimes
called a polyitiawchkai relaelanshiy.

Example 6:

0.000.INFORMATION SOURCES (L)

LIBRARIES (M)
1

SCHOOL LIBRARIES (N)

Terms K and L are both immediately broader, to Term M and should
be so &splayed. Term M (and its NT, Term N) will then properly
appear in both hierarchies. Bekw the example art four ERIC
Ds:script^ arranged to further Almanac this relationship.

Example 7 illustrates the possileity of Terms K, I, M, and
N appearing together in one hierarchy:

Cii
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Example 7:

PERSONI<L (I)

HEALTH PERSONNEL PROFESSIONAL PERSONNEL (L)

NURSES (M)

SCHOOL NURSES (N)

Term 3 encompasses Terms K through N. Once again, ERIC Descriptors are
arranged below the example to further illustrate these relationships.

In this instance, Terms M and N would appear twice in the hierarchy
of Term I, under both Term K and Term L. This double appearance of M
and N is legitimate, shwe Terms K and L have no generic relationship toeach
other even though they share a common BT and the same NTs. A
Hierarcl2ical Display printout of this example would appear as follows:

Term .1
Term K

M
...Term N
.Term L
-Term M

N

As one often finds more than one BT at the next higher generic level,
multiple NTs at the next lowor generic level are even more common. This
situation may be illustrated as follows:

612
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Exampk 8:

Terms Q through T are all narrower to Term P at the next generic level and
would be carried as NTs during input to the Thesaurus file. Only Tem U
would not be included during input, singe it is an NT of Term Q. Its inclusion
directly under Term P would cause an invalid chnble entry in the hierarchy.

c. Part-Whole Reladonships

One relationship that is occaskatally handled by the NT/BT strum:re
but that cannot legitimately be called 'generic' is the part-whole relationship.
Parts and their wholes, if cross-referenced to each other at all, are usually
related as RTs. For =ample, SCHOOL BUILDINGS and CAMPUSES are
certainly related to one another but in the sense of a part to the whole, not fet
a generic sense. SCHOOL BUILDINGS are a part of CAMPUSES, but are
not CAMPUSES in themselves. (See section D.7 on "Related Terms.")

Part-whole NT/BT relationships, in which the "parr always and
unambiguously belongs to a particular "wtole,* are used in many information
retrieval systems. It is particularly COM111011 to see geographic locations
structured in this mapper ,g. , Maryland BT United States, Maryland NT
Baltimore). Parts of the hualtn body are scsnetimes arranged this way also
(e.g., Stomach BT Digestive Sylem, Brain NT Cecebrum).

The ERIC system indexes geographic locatsons as Identifiers (sec
Identifier section Identrfiers are not structured in hierarchies. Also,
the ERIC Thesaurus carries only a few Descriptors relating to the human
body, and these are ma structured into part-whoie hierarchies. Part-whole
hierarchies can be useful in structuring the relationships of a certain limited
number of terms for indodng and searching. Hownver, there are few such
hierarchies in the ERIC Thesaurus today, and their use generally
lissimat

d. Possible Use Relationships

Just as part-whole relationships are generally disregarded for BT/NT
structurin& so are relationships based on tlw possliale applications or uses of
an entity. For example, the term ATLASES is not considered to be a
member of the generic family INSTRUCTIONAL MATERIALS because,
although ATLASES are sometimes used :L. INSTRUCTIONAL
MATEXALS, they are not necessarily use? i thi, way. However, ATLASES
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are always REFERENCE MATERIALS, and an NT/BT structure here would
be correct. ATLASES and RaIRUCTIONAL MATERIALS could be RTs,
but since REFERENCE MATERIALS is Are* carried as an RT of
INSTRUCTIONAL MATERIALS, the one relationship is sufficient (See RT
rules regarding proliferation, item D.7.c.(2) of this section.)

Another example of this situdion is do relations* between
WINDOWS and VENTILATION. WINDOWS are objects, and
VENTLIATION is a process, so there can be no NT/BT zelatkinship. But,

even if the latter term's form was VENTILATORS, there could still be no
hierarchy, because some WINDOWS are not VENIILATORS at all, but are
used for the sole purpose ci LIGHTING. Usage relatinishipssuch as these
WINDOWS used for LIGHTING and VENTILATIONare carried in the
ERIC Thesaurus as RTs.

e. Special Problems with Hierarchies

(1) Finding the Right Hierarchy

Determining the correct hierarchical placement for a
particular term is usually not a &flea task. FamiTiarity with, and
experience in using, the Thessauus are valuable for generic
structurin& but are not essentiaL

".t 4

The important thing is to remmnber to determine Thesaurus

precedents and to follow their examples. The attempt should be to
locate parallel Thesaurus terms and to use their hierarchical
placement as a guide. The type of term bebsg worked on is
importantdoes it represent actiou, a group of objects, a process, a
subject field or discipline? A determination of "types will narrow
down considerably the hierarchical families where a particular term
might fit. The proper Descriptor Group should also be determined,
and existing terms in the chosen group should be ambled to see
where they fit in the hierarchies. Additionally, the Rotated Display
should be consulted to locate terms having the same, or nearly the
same, words as the terni under considerationsee the hierarchies of
those terms. If a proper hierarchical placement cannot be
determined after these steps, other thesauri or structured word lists
should be checked to see if and how they catty the particular term.
(Remember, however, that the existing structure in the ERIC
Thesastau takes precedence and should guide the final placement of
a term more than the structures of other authorities.)

lf, after all of the above steps, a proper hierarchy still cannot
be found, the particular term is mod blely a hierarchical Isolates
(i.e., it has no Ni's nor Ins).

Proper hierarchical placement requires that the scope of a
particular term: (I) be within the scopes of its SU; and (2)
adequately subsumes the scopes of all its NTs. This is why it is
better to leave a term in is:Asti= than to force it into a hierarchy
where it does not truly belong. Terms improperly placed in isolation
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may be overlooked in "subject-specifie indexing and searching on the
mlwr band, improper hierarchkal placement can cause the incorrect
term and all its NTs and BTs to be misread and misused (a more
serious consequence).

(2) Hierarchkal MAW*/

A rule few generic structuring in item D4.b.(2) states that
terms are entered in the Thesaurus file citing only their ings
imam broader and narrow= terms. WitImut this rule, there
coal be no muk&vel hierarchical structures (i.e., beyond me
BT/NT level).

Terms appear in the Alphabetical Display (main display) of
the The$0441141 just as they are entered in the file. Therefore, just as
k must be remembered to cater a term with only its most immediate
BTs and NTs, so it must also be remembered that the main
Allimbetical Display of a term shows nothing beyond these
immerflate levels. Take, for example, the term PHYSICAL
ACTIVMES as it appears in the Alphabetical Display:

PHYSICAL ACTIVITIES
NT ATHLETICS

BICYCLING
DANCE

EXERCISE
HORSEBACK RIDING

LIFTING
RLMNING

UNDERWATER DIVING

OT ACTIVITIES

This &splay shows eight NTs and one BT. Additional
generic structures or more &dant hierarchkal reaticuships could, of
course, be checked by examining the main &splay of each BT/NT
aoss-reference and continuing to track BTs and NTs until the most
general cs- specific term is found. Such cross-checking is tedious and
time-consuming and can be entirely avoided if the Wierarchical
Display is consulted. PHYSICAL ACI1VITIES appears in this
display as follows:

:ACTIVITIES

PHYSICAL ACTIVrTIES
.ATHLETICS

..AQUATIC SPORTS

...DIVING

..SAILING

...SURFING

.SWIMMING

...WATER POLO

...WATERSKJING

..ARCHERY

MAI%
_COLLEGE ATHLETICS
_EXTRAMURAL ATHLETICS
..FENCING (SPORT)
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..GOLF

..GYMNASTICS

.TUMBLING
HANDBALL
_INTRAMURAL ATHLETICS
..LIFETIME SPORTS

..OLYMPIC GAMES
ORIENTEERING
..RACQUET SPORTS

.BADMINTON

...RACQUETBALL

...SQUASH (GAME)

..TENNIS

..ROLLER SKATING

..SPECIAL OLYMPICS

TABLE TENNIS
..TEAM SPORTS

...BASEBALL

...BASKETBALL

...FIELD HOCKEY

...FOOTBALL

...ICE HOCKEY

...LACROSSE

...SOCCER

...SOFTBALL

...TEAM HANIX1ALL

...VOLLEYBALL

...WATER PDLO

..TRACK AND FIELD
WEIGHTLIFTING
..WINTER SPORTS

...ICE HOCKEY

...ICE SKATING

..SKIING
WOMENS ATHLETICS
_WRESTLING
BICYCLING
.DANCE

.EXERCISE

AEROBICS
CALISTHENICS
.PLYOKETRICS
HORSEBACK RIDING
LIFTING
WEIGHTLIFTING
RUNNING
JOGGING
UNDERWATER DIVING

The Kterarchical Display provides complete two-way visibility
of the broader-narrower relationships of every Desaiptor in the
Messina. In the case of PHYSICAL ACIIVITIES, the display
confirms that there is, in fact, cmly cme BT, but it also shows a total
of 58 NTs (ICE HOCKEY, WATER POLO, and WEIGHTLIFTING
appear twice), including 50 additional specific terms that were not
evident in the main display of the term.

Total hierarchical visibility is provided _only by the
Hierarchical Display. Indexers and searchers able need to be
familiar with this tool and encouraged to use it regularly. Consistent
usage by indexers results in subjects of the apFopriate level of
specificity being posted to ERIC records. Assuming proper inde:dng,
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consistent usage by searchers assures precise and relevant retrieval
Failure to consuk this &splay may cause =bake over seemingly
incomplete NT/NT relationships that can result in indexing
inconsistencies aad consequeig retrieval rsoblems

Indesing and searching, however, should never be performed
on the basis of the Ifierarchkal Display Acme. Pull meanings and
proper uses d terms cannot be determined wkhout =suiting the
main Alphabetical Display, with its Scope Notes and cross-references.

(3) Illaurchleal Searching

ERIC documents are indexed to the most specific avaable
Descriptors. An n aud its BT would not =mak be indexed to
the same document, unless both specific and general subjects were
spoken to in some detail. Thus, compkte searching of a broad
cosent (e.g., PHYSICAL AerwrnEs) uccds to consider mg only
documents posted by the broad term but all docungsts posted by its
narrower terms (e.g., LIFTING, RUNNING) as well Relevant RTs
must be considered too (e.g., PHYSICAL AcrwrnEs has the RTs
PHYSICAL EDUCATION and PLAYGROUND ACTIVITIES
among others).

Access to the Thesaurus is essential in searching. A manual
searcher miOt look up a term like LIBRARIES and never think to
consider ACADEMIC LIBRARIES, SPECIAL LIBRARLES, or
other avallabk NTs under which documents of interest might be
fouml And, what if the searcher looks up the BT LIBRARIES in an
index journal and finds nothing? Without cracidering the Thesaunss
and its NTs, it might be assumed at this rust glance that the
particular index *anal has nothing on the subject. On the other
hand, without access to the Tiresasims, a computer searcher might use
a common word to la" a number of Descriptors (e.g., LIBRARIES,
ACADEMIC LIBRARIES, etc) but, at the same time, fail to find
many documents indexed by crosa-rderenced terms not having such
common words. Even in full-trot =pater searching, the Thesaurus
rovides many clues for alternative weals, phrases, and coordination
strategies-

The online and CD-ROM veudors offering access to ERIC
usually include the ERIC Thesaurus as an onfine/endisk search aid,
and have the capacity to 'explode* terms fron the Thesaurus, i.e., to
automatically retrieve not only specified terms, but their sot
inmediatig narrower terms as well This would agt, generally include
the automatic searching d entire generic trees. (See previous section
on *Hierarchical Viniclitr and the Descriptor PHYSICAL
ACITVITIES, au explosion of which would include its own postings
plus those of its eiOt immediately NTs, but typically not those of the
remaining 50 terms further down the hierarchy.)
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(4) Ruk of Specifidty

Just as the "rule of specificity' canes into play in the
indexing ptocess, it must be a consideration in genericstructuring as

well.

Basically, the rule as applied to indexing states that
documents will be indexed to the specific level ofsubject matter with
which they deal, and will mit also be indexed up" to ahigher genetic
level, except in instances where generalities and particulan are
handled together in the sane material. Indyng *specifically gives

a searcher, armed wkh the These:mu, the maximum number of
options, i.e., the searcher may request those items indexed by:

an NT akme;
its BT alone;
either the NT stE its BT;
both the NT jgg BT.

If the rule of specificity is not observed, the searcher has fewer
options. This principle is discussed in more detail in Section VII of
this manual, under the subitem entitled *Indexing Specificity."

However, the ride of 'specificity ap#ies sygy to indexing with

asziRtga since on67 Desaptors have comprehensive NTIBT
021034ML

Identifiers are not hierarchically related to Descriptors.
Therefixe, as the oamples below illustrate, specific Identifiers are
often assigned concurrently with generic or conceptually broader
Descriptors.

Examples:

IDEN_Oklahoma
DESC_State Programs; State Surveys

IDEN_Test of English as a Foreign
Language

DESC_Language Tests; Second
Language Learning

IDEN_Individuals with Disabilities
Education Act

DESC_Children; Disabilities;
Federal Legislation; Federal
Programs

1DEN Apollo Program
DESC Aerospace Technology; Lunar

Research
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IDEN_Cricket (Sglrt)
DESC_Team Sports

IDEN Algonquian Languages
DESC_American Indian Languages

IDEN_Watesr Rights
DESC_Conservation (Environment);

Legal Problems; Water
Resources

IDEN_Analogical Reasoning
DESC_Logical Thinking

IDEN_Inventory Control
DESC_Bookkeeping; Data Processing

Occupations; Office
Management; School
Accounting

IDEN Confidence Intervals
(Statistics)

DESC_Error of Measurement;
Predictive Measurement;
Risk; Statistical
Analysis; Test
Reliability

IDEN_Country Music
DESC_Music

I DEN_Shopl ifting
DESC_Stealing

IDEN_Hope
DESC_Emotional Response;

Expectation;
Psychological Patterns;
Trust (Psychology)

Emerging subjects or concepts in the literature that have the
characteristics of Descriptors, but which have not yet been adde4 to
the Thaautus, should not be permkted to linger for long in the
Identifier field. Because of the rmdexing to the specific Descriptor"
nde, Identifier indexing does not allow generic/specific distinctions
and, without the guidance of hierarchical and related-term structures,
can be very inconsistent. It is not hard to see that a group of
indexers will more readily wee on how to index a particular
document, if most of the appropriate vocabulary is controlled and
structured. On the other hand, indexing disagreements are more
likely when a large percentage of a systesn's indexing vocabulary is
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based on a simple alphabetical list of (theoretically unlimited) term
choices.

Excluding the first four examples, each of the above
Identifiers has the characteristics of a Descriptor and might be
considered as a camfidate fir the ERIC Thesaurus. A
Clearinghouse's general rule of thumb should be to start thinking of
a term's Thesaurus "fit" after about 5 posthsgs, and to have a
Thesawus input form in the mail to the Fealty after about 10
PosthIP.

7. Related Terms

a. General

Related Terms (RTs) are cross-references that are neither
hierarchical (BT/NT) nor equivalent (USE/UP) but are essential for
informing usen of alternative terms for indesing/locating documents on given
subjects. An RT relationship exists when there is a strcog conceptual bond
between two terms, which sometimes, but not always, is reflected by
conanTent usage in the literature.

The RT relationship is always reciprocal or Mv-sided, as the two
examples given below show:

CHILD ABUSE

OF ABUSED CHILDREN

BT ANTISOCIAL BEHAVIOR

RI CHILD WELFARE
CHILDREN

b. Categories of RTs

CHILD WELFARE

BT WELL BEING
RT ADOPTED CHILDREN

CHILD ABUSE
CHILDREN

(1) Defined by Engineers Joint Council (FJC), 1966

Sometimes called the *associative relationship," the RT has
been referred to as "vague and "difficult to define,* and it is
universally aeknowledged that assignments must be somewhat
subjective. Various rules and principles have developed over the
years that indexers or lexicographers can consider in establishing
RTs. Some of the clearest and best guidance in the area, however,
was written over 25 years ago. The following paragraph from
American National Standard Z39.19-1974 is a slightly modified
version of an earlier writeup in Thesaurus Rules and Conventions,
published by the Engineers Joint Council (New York) in November
1966. The examples, however, are FMC's.

'The RT reference is employed as a guide from a
given term to other terms that are closely related
in ways other than the geous-species (BT-NT)
relationship. In general, any two terms bear the
cross-reference RT to each other if it is believed
that the user, when examining one of them, might
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want to be reminded of the existence of the other.
RT rekrences may be used to West* relationships
such as the followin&

maguabauctsramamm

ACHIEVEMENT/PERFORMANCE
BIRTH/REPRODUCTION (BIOLOGY)
CURRICULUM GUIDES/TEACHING GUIDES
EDUCATION/INSTRUCTION
ORAL READING/READING ALOUD TO OTHERS

umaginagetigaiscadations'
isizikgicailiabsceigurtan

ARTITIMETIC/FRACTIONS
AltiwiN/FAINTING (VISUAL ARTS)
CHILDREN/PLAY
COST INDEXES/INFLATION (ECONOMICS)
CULTURE FAIR TESTS/TEST BIAS
HEALTH/DISEASES
HEALTH FACILITIES/MEDICAL SERVICES
HUNGER/NUTRITION
WINDOWS/VENTILATION

I to :
sackstba

BUILDINGS/ROOFING
HUMAN BODY/CARDIOVASCULAR SYSTEM
INTERNATIONAL RELATIONS/DISARMAMENT
SCHOOL CATALOGS/COURSE DESCRIPTIONS

Ystailhaisamenunsill'essta
CIVIL LIBERTIES/JUSTICE
CREDIBILITY/INTEGRITY
DRUG EDUCATION/DRUG REHABILITATION
GEOGRAPHY/CARTOGRAPHY
SOCIAL PSYCHOLOGY/CRIMINOLOGY
SPECIFICATIONS/CRITERIA

(2) Defined by Other Authorities

Other authorities which elaborate the RT relationship and
provide useful momples are:

Barhydt & Schmidt. Information Retrieval Thaaurus of
Education Terms. Cleveland Press of Case Western Reserve
Univ. , 1968. pp 15-18.
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Lancaster. Vocabulary Control f o Information Retrieval.
Arrmgton, VA: Information Resources Press.

1986, 2nd ed. pp 45-49.

1972, 1st ed. pp 80-85
(Includes the Barhydi/Schmidt discussimi).

National Information Standards Orpnizinion (NISO). American
National Standard Gradates for the Construcdon, Format, and
Maintenance of Monoliqual Thesauri. Bethesda, MD: 1990.
(ANSI/NISO 739.19499x) pp 50-55.

Aitchison & Gilchrist. Thew:Ina CortmctionA Practical

Manual. Second edition. L.ondon: Ashl, 1987. pp 45-50

UNESCO. SPINES Thesaurus. Vol. I. English/Multilingual
edition of the 1984 revision. Paris: 1988. pp xiv.

Borko & Bernier. Indering Concepts and Methods. New York
Academic Press, 1978. pp 29-30.

These few sources, constituting about all that has been
written on the subject of RTs, provide au appreciation and
understanding of the annpkxities of RT relationships. Each source
defines somewhat different categories of RTs, hut all are variations
on the four basic ETC categories given above. Some of the other
categories of RT relationship to be found in these works (again, the
examples are ERIC%) are:

Field af Study and Items Studied

CHEMISTRY/ATOM1C STRUCTURE
PSYCHIATRY/MENTAL HEALTH
SEX EDUCATION/VENEREAL DISEASES

Near Antonyms (Interactive)

DEDUCTION/NDUCTION
FAILURE/SUCCESS
MARRIAGE/DIVORCE

-- A Thing and Its Counter Agent

RATS/PESTICIDES

Cause and Effect

DEATH/WIDOWED
LEARNING/SCHOLARSH1P
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A Thing and Its Producing Agent

INSURANCE/WM
LONELINESS/SOCIAI. ISOLATION
POPUIAR CULTURE/MASS MEDIA
VIOLENCE/REVOLUTION

Pmduet and Process

ORAL H1STORY/INTERVIEWS
PHOTOGRAPHS/PHOTOGRAPHY
READERS THEATER/ORAL INTERPRETATION
TECHNOLOGICAL ADVANCEMENT/INVENTIONS

Process and Responside Group

AGRICULTURE/FARMERS
SUPERVISION/SUPERVISORS

A Thing and Its Recipient or User

CHILD WELFARE/FOSTER CHILDREN
SEASONAL EMPLOYMENT/MIGRANT WORKERS
SEWING MACHNE OPERATORS/F1ASHIM INDUSTRY

A Thing and Its Purpose ca. What It Characterizes

BIBLIOGRAPHIES/BOOKS
LOCAL GOVERNMENT/COMMUNITY SERVICES
MARRIAGE COUNSEUNG/MAR1TAL INSTABILITY
TEACHING MACHINES/PROGRAMED INSTRUCTION
TOYS/PlAY

Having the Same Broad Term and Overlapping Conceptually
(sometimes referred to as *ssItlings*; often used interchangeably)

AMERICAN 1NDIANS/CANADA NATIVES
PARENTS/FAMILY (SOCIOLOGICAL UNIT)
RETAILING/MERCHANDISING
RHETORIC/SPEECII

The above categories illustrate the most common RT
relationships. No attempt has been made to describe every
conceivabk type of RT. Lancaster states that in a sense, every
thesaurus term is related to every otkx thesaurus term at varying
strengths of semantic association? The task of the indexer or
lexicographer, then, in develoOng an RT display, is to try to include
those terms that are sufficiently closely related lo be of obvious
benefit to users of the ERIC Thesaurus%
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c. Selection of RTs for a Term Display

(1) Establishing a list of Candidate RTs

It is recommended that you do not start by trying to fit the
concept you are working on into predetermined RT categories such
as the ones deserthed rthove. Instead, break the concept down into
the varkrus ways it can be used or avessed. (Fce example, BOOKS
are written, prialished, reviewed, serialized, rated in billographies,
housed in libraries, etc.) Make a list of all potential RTs as you think
of them.

Now, look at the Scope Nee you developed for the concept
and definitions you consulted, and add key words and phrases from
these to your list. You may want to expand your list by looking at
other thesauri to see how tky express and &play your concept.
Also of value is a check to see if the concept appears as an Identifier
or ha the tee of ERIC records. Full-test and Identifise searches of
the fik, to examine the indexing terms assigned to the retrieved
records, are recommended for this purpose. You should now have
a reasonably complete list ci alternative words and phrases that are
available for expressing your concept and for putting it into a proper
thesaurus context.

You are now ready to begin structuring RTs for your
concept. First, match all terms on your list with existing Descriptors

in the Thesaurus. You will then have a new list of terms to work
from, and your original list of terms may be set aside. From this
point on, you are working with legitimate ERIC Descriptors.

Go Descriptor-by-Descriptor down your new list, looking at
the full display of each term. In doing this, you wall undoubtedly fmd
other Descriptors that you initially did not consider. Add these to
your list. The main thing the youll be Dying to &ride by this
exercise is whether your concept fits comfortably in each of the
various displays of the candidate RTs under memination. Qmsider
your concept's hierarchical sblings (other Descriptors from the
hierarchy(s) you chose for your concept, especially those at the same
hierarchical level) and other Descricaors that are grammatical
variations of your concept and its syncayms (e.g, gerunds, adjectival
variations, etc.). Do taey appear in a given display? If not, your
concept probably does not belong there.

On finishing this exercise, you will have a third list of
Descriptors which, in all probability, will be your final list of
recommended RTs. However, it is usually helpful to go through the
list once more to look for conceptual *holes* or 'displacements: A
look at the Rotated Display is helpful here. Ask yourself during this
check if broader or single-word Descriptcas can better express the
relationships you want to convey than the more specific terms you are
considering.
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(2) Avoiding Pro Mention of KM

It is very important to avoid profiferating RTs since no one
can effectively use excesshmly long isplays. Often, one RT
cross-reference at the broad conceptual kvtil can better express the
desired relationship dist several snore specific references. In this
regard, the maxim known as "Ockham's Razor* is useful to keep in
mind.

Ockham's Razor...

Siukiplicity ought no to be
posited without necessity."

Wilbam of Ockhan,
(philosopher, early 14th century)

Pcr example, if HISTORY mairmcnON is related to HISTORY,
it does not also need to be related to UNTTED STATES HISTORY,
MODERN HISTORY, BLACK HISTORY, etc. Additional
examples are given below of ways to avoid proliferation in the RT
field;

Aygit_sarstatim. In the example below, STUDENT
CHARACTERISTICS could ccoceivably be related to
STUDENTS and all of its Narrower Terms, but a single
cross-reference to STUDENTS is all that's necesstuy.

ZIASUS4 =DENTS
Kr STUDENT CHARACTERISTICS

lAttlogsmal PART TIME STUDENTS
RT STUDENT CHARACTERISTICS

Try to select the proper hierarchical level for your
cross-references. For example, DUAL ENROLLMENT and
SHARED RESOURCES AND SERVICES are best related to
INSTITUTIONAL COOPERATION, and not also to the
narrower INTERCOLLEGIATE COOPERATION.

INSTITUTIONAL COOPERATION
RT DUAL ENROLLMENT

SHARED RESOURCES AlkM SERVICES

Agandung INTERCOLLEGIATE COOPERATION
Kr DUAL ENROLLMENT

STARED RESOURCES AND SERVICES
INSTITUTIONAL COOPERATION

Kr DUAL ENRousimr
SHARED RESOURCES AND SERVICES
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Try to select the simplest, most &red term, particularly when
decifing among several potential terms in the same alphabetic
sequence.

VERBAL axtimuNICATIoN
RT READING

VERBAL COMMUNCATION
Kr READING MATIDUAIS

VERBAL COMMUNICATION
RT READING SKILLS

Try to select the most subject-specific relatimiship available
among several possalle terms.

Ls:face INTERNATIONAL EDUCATIONAL EXCHANGE
Kr INTERNATIONAL PROGRAMS

STUDENT EXCHANGE PROGRAMS
STUDY ABROAD

INTERNATIONAL PROGRAMS
Kr NIERNATIONALEIXICATKINALEXCHANGE

INTERNATIONAL EDUCATIONAL EXCHANGE
KT INTERNATIONAL PROGRAMS

STUDENT EXCHANGE PROGRAMS
STUDY ABROAD

INTERNATIONAL PROGRAMS
Kr INTERNATKNALEDIXATIONALEXCHAME

STUDENT IDECHANGE PROGRAMS
STUDY ABROAD

itMicing DISARMAMENT
RT INTERNATIONAL RELATIONS

PEACE
KT INTERNATIONAL MATIONS

_Not Preferred DISARMAMENT
Kr INTERNATIONAL PROGRAMS

INTERNATIONAL RELATIONS
PEACE

KT INTERNATIONAL PROGRAMS
INTERNATIONAL REIATIONS

Avoid improperly slanting or restricting a term. For example,
PART TIME STUDENTS may be enrolled at all educational
levels.

Betzetharg PART TIME STUDENTS
Kr ADULT STUDENTS

(3) RT Lists as Mini-Indexes

There are occasional situations when abundant RTs may
be useful and valid. RTs can provide mini-indexes to some of the
Thesawge most general terms. This is why broad terms like
BEHAVIOR, BLACKS, COLLEGES, COMMUNITY, READING,
etc., acquire long RT displays. This is particularly helpful for the
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beghming Thesawus user who usually has a toutkal concept yz mind
and needs to know the various combisatios a. in whit* that concept is
displayed in adjectival form. It could be argued hat the "Rotated
Display° should be used for this purpose, but such %elective'
Fofiferation has become standard practice in most thesauri
Asklitionally, the conceptual relatitmships imams tams in these
situations are often not clear-cut. For exam* who wmgd want to

argue that COMMUNITYATITTUDES and COMMUNITY ROLE
have a closer conceptual relations* to COMMUNITY than
COMMUNITY LEADERS and COMMUNITY SCHOOLS? It is
easier and las confining in these cases to simply list all such RT
relationships under the broad, most general terms.

E. Vocabulary Development Form

The Vocabulary Development Form is provided for the convenient recording and
processing cd all changes to the Thesawus, whether additiom of new Descriptors, moth&ations
of existing Descriptor displays, or Desaiptor deletiom (purges). An justification information
is recorded cc the form, including both authorities cited and personal contacts. Space is
provided for indicating any RIE and CUE postings changes that arc necessary to keep the

Thesaurusand postings files synchronous. Characteristim of the Vocabulary Development Form
and requirements for aunpleting it are discussed in the following paragraphs.

1. Pre-Printed Vecabulary Development Forms or Computer-Prepared Substitutes?

Thesaurus additions and changes may be prepared Aither_strumarjakil
MeekdiCLAIEME-A-CSJESIO1=0113AleigiUggi. Any comPuter-PrePared forum
used should be arranged sinularly to the pre-printed forms azd contain the same data

elements.

The pre-printed Vocabulary Development Form (2-sided) is illustrated in

Figure This is a completed version ci the form, showing its use for adding

a new Descriptor. The form was introduced in 19S0 as part of the new Vocabulary

Development Program (see item "BY). Its design is similar to ERIC% earlier
13escriptor Justification Form (DJP)," a version ci which is shown in Figure
VIII-1-ATT-1-1. The line spacing is set up for any standard typeun4i.er, so that when

the form is lined up for entry of the Main Term, it should not be necessary to adjust

the typewriter subsequently.

An example of a microcomputer-prepared template of the Vocabulary
Development Form cm WordPerfect 5.1) is illustrated in Figure Both a blank

copy and a completed version are shown. Two additional examples of what completed
VDF templates look hire are shown in Attachment #2 of this secti Whether such
templates are unique to a particular indexer or whether they are d. r. pod for use by
everyone in a Clearinghouse, or across several Clearinghouses, is i.natcrial, as long
as the required data elements are present.

The decision on whether to use the pre-printed farm, to generate one
independently, or to share one with others, is left to individual arscretion.
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1111411?., 1411101A silSis Om it ill ;16.-ArrIFISTIO:
1111 tolliellatiqatiiiitlititi.030114111MIME;11111L
E41Vitte.4:14 1'

WIT; ATiljELILIMI
a :Mg MI -114:00:01114 Mil-3(01MM

VOCABUIARY DESCRIPTORS

ERIC] VOCABULARY DEVELOPMENT FORM
FACIUTY USE ONLY

ADD_
DIME_

1 M n Tow 150 Character LOW

insm MAGNET SCHOOLS
S. Some NoterDelleklon Chestiot LooM

Secerpt Dom WWI* the OW/

t AMOS NSW TEM
CI INOINFMMIS INISTING TEM

MIMS ORSTING IOW
r See Nemer ON of Sem for moil Merectimm.
- Active Coder ear lemelletelomt (her

0100 C CRAMS D OBITS
LUTE CU phord mpereees map at Om murk
MN NO pitobt tommdtes mop at ledat Mock.

a. (Mem Code Act.

1:=3EEI 0

EWE
4. Usof for h.L. *transom and Other Manpnraran Tram)

UP MAGNET CENTERS

1

5 Norsower Terms

'NY_
,

1

6. Beams Terns

t, fialstof Terms

RI EttISINQ

SCICIOL DESEGREGATION
URBAN jriinn S 1

1t WM [WARY DFSEGRFGATI ON

1

1

34.

JUSTIFICATION INFOONAme
oktme..misiona ohms It r000sify.

Ir Cf4

A. Stevenson/UD
G. Chapin/UD

Summon, AP

°7# jh /77
PIMOnnt Connois

Clearrogloomaransuffasiort
(Lot Ofs Contacted. ond frescate
sgreernentiOrsopeoment. owe reasons for
doosireement )

EA agrees.

throf Persons) Conoco *no %sewn*

None.

EFC73 *Mt

Popoition fFsollify Use Only)

kfaffemolcol ;.:1 Nos Imoioneelod

Sant tome to:
ENC Ruconsing wed Neacince SNOW
Afl lookagnIpTior
tiro Floaird Olve, Wks 300Aweerm hobo Attoto
nocimilli. 10111104303

FIGURE VIII-1-8: VOCABULARY DEVELOPMENT FORM
(Example of Completed New Tenn Recommendation)
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ERIC VOCABULARY DEVELOPMENT FORM

amammafte
Mistime of repeal' use0 sublOnues gyve be copse onto the farm.1 bash sultionly soot *MO tte tweet as: x Term Fame; 0 Term Not Founo

E Good, Dictionary of Education, 1973

00 Pag tdTutc1:111411,1,

IrAgnational Dictionary 0

NCES, Combined Glossary, 1974 0
ED156915 -- "The Role of Career Education

in Desegregating Schools- in Large
O Cities"

res 3=81:wet of that trenloatOrt hieriesteet one other toms In the ThelseneL Consider petaidivir weft with cebv tom should be

*Obit occesionelty, toledenal toms. when"g alder 0c000 notes sot ditplets, MD nest to be *wee' OS In orbs; to *vole inOsekto memo H"t"Ph.

Unambiguous. No overlap. Not a homograph.

F.

I1M" .1'Diw,,r""
afthodin sty. 00 not *4561. the steren at, ey Clionnstooskt br Alf CU Pm ). SEARCH ATTACHED

Lot *nutlet' to be trenstemot tO fl NM WA* ell orisons. It et unroomoote to &so be Komi* numbers to Wet* the Montt** Vs posted.

Magnet Schools Russell Conwell Middle Magnet School
Magnet Centers Magnet School Plan
Magnet Programs Conwell Middle Magnet School
Magnet Program

La: I oonosion nomboo to which toe non Wm *Me be posted. ertreretng Mom pa** by trte done*" krreer show. Prod* tif on *Omsk (*) Moss sebSesron
numbers *here the neve tam show be a *or therrietot.

ED016718 ED064434 *ED117206 ED145054 ED148969 *ED156915 ED178646 *EJ203973

ED019341 ED078621 ED117226 ED145058 nct149454 ED166314 *ED181931 *EJ207708

ED4041056 ED094014 ED130450 *ED146313 ED152905 E0169172 *E3210203

1g064125 ED116307 ED137433 ED146708 ED152912 *ED170423

2.
Afoot merett.
Show total many&
Chock one:

Trost* se peso* to

Tons* POMP ta esaluding:

Met scaresion numbers end Shout nerneeenr mentor Isebbosmil for book

Postbus ere not tonsfeetebt*.
Attach 21111 form tor inuadrdeed" toms eney, or pros* ~tot nerstetine for se postings.)

eFt-73 Oillb

FIGURE VIII4-8 (Side 2)
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ERIC VOCABULARY DEVELOPMENT FORM

1. TERN
2. GROUP
3. SCOPE
4. UF_
5. NT
6. BT:
7. RI_

O Adding New Term.
O Modifying Existing Term.

Action Codes for Modifications Only

A - ADD C MANE - DELETE

A. INDEXER & CH:

B. SUPERVISORY APPROVAL & DATE:

C. PERSONAL CONTACTS:

CLEARINGHOUSE CONSULTATION
(List CHs contacted, and indicate agreement/disagreement; state msasons for disagreement.)

OTHER PERSONAL CONTACTS AND REACTIONS

D. AUTHORITIES USED:
X - Term Found.
0 - Term Not Found.

IMPACT ON THESAURUS

F. IMPACT ON DATABASE
1. mum - Attach full-text search, including strategy.

List Identifiers to be transferred to new term:

List all accession numbers to which the new tenn should be posted, excluding these posted by the

Identifiers listed above. Precede by an asterisk (*) those accession numbers where the new term should

be a major Descriptor.

2. _PURGE - Attach search.

Show total postings:

Check one : /

O Transfer all postings to:

O Transfer postings to:
(List accession numbers and show necessary manual reindexing for each.)

0 Postings are not transferrable.
(Attach 2nd form for invalid/mdead" term entry, or provide reimdexing for all postings.)

FIGURE WI-1-9w MICROCOMPUTER-PREPARED VOCABULARY DEVELOPMENT FORM
(EXAMPLE - BLANK)
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ERIC VOCABULARY DEVELOPMENT FORM of Adding New Term.
0 Modifying Existing Term.
a Purging Existing Term.

Action Codes for Modifications Only

A - ROD COME - OULU

1 . TERM_DRUG USE TESTING

2. GROUP_210
3 . SCOPE_SCREENING FOR DRUG USE OR ABUSE BY THE QUANTITATIVE DETIERIVIINATION

OF DRUG METABOUTES IN THE BLOOD, URINE, TISSUE, ETC.

4. UF_DRUG TESTING (PRESENCE IN BODY)
5. NT_
6. BT_EVALUATION METHODS
7 . RT_DRUG ABUSE;

DRUG USE;
ILLEGAL DRUG USE;
PHYSICAL EXAMINATIONS

A. INDEXER & CH: Jim Houston, AA

B. SUPERVISORY APPROVAL & DATE:

C. PERSCWAL CONTACTS:

CLEARINGMUSE CONSULTATION
(List CHs contacted , and indi este agreement/di sagreemmt ; state reasons for di *agreement . )

OTHER PERSONAL CONTACTS AND REACTIONS

D. AUTHORITIES USED:
X Term Found.
0 Term Nct Found.

X- Medline (uses std,headings, e.g., "Substarve Abuse Diagnosis"
X- Psycinfo (uses "Drug Use Screening° since 1988)
0- Sociological Abstrwts
0- Consumer Drug Information Fie
0- Drug Information Funs*
X- Health Planning & Administration (follows MedUne)
0- Mental Health Abstracts
X- Nursing & Med Health CINAHL (follows MedLine)
0- Occupational Safety & Health NIOSH
X- Magazine ASAP (uses 'Drug Use Testing" along wtth subheadings)

DijggyugUa6Sraslialan

.71 Is la. 11N s i 1/1" :Ws 71W--
(E<AMPLE COMPLETED) Page icC 2
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E. IMPACT ON THESAURUS

'Drug Use Testbg° borrowed from Magazine Index. The common usage °Drug Testing° is
ambiguous; UF added to cover that form.

F. IMPACT ON DATABASE
1. NEW_IENI Attach full-text search, including strategy.

List Identifiers to be transferred to new term:

JUL89 Postings - 1 Drug Detectbn
12 Drug Testbg
2 Dngi Testklg Programs
8 Drug Use Tesdng
4 Mandatory Drug Testing

List all accession numbers to which the new term should be posted, excluding those pasted by the

Identifiers listed above. Precede by en asterisk (*) those accession numbers where the new term should

be a major Descriptor.

EJ381970 EJ354960 EJ345800 *EJ330013 ED285449

EJ379431 *EJ352285 *EJ341512 *EJ328903 E0282327
EJ360329 *EJ350706 *EJ335263 *EJ135318 ED281304

*EJ357608 *EJ349449 *EJ334596 ED275272

2. PURGE - Attach search.

Show total postings:

Check one : /

O Transfer all postings to:

O Transfer postings to:
(List accession numbers and show necessary manual reindexing for each.)

O Postings are not transferrable.
(Attach 2nd form for invalid/ -dead" term entry, or provide reindexing for all postings.)

FIGURE VIII-1-9b: MICROCOMPUTER-PREPARED VOCABULARY DEVELOPMENT FORM
(EXAMPLE COMPLETED) Page 2 at 2
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2. Character LlaftatIons

In fields I and 4 through 7, allowable characters are limited to the followins

Upper-case letters A-74
Arabic numerals 0-9;
Left and right parentheses ( ).

In field 2, use Arabic numerals only (3-digit Group Code).

In field 3, Scope Note/Definition, use any upper-case alphabetics, numerals,
and special characters within the standard ERIC character set, except fcr the
ismisagg (0. Except in the case of an abbreviation, do not conclude a Scope Note
with a period.

3. Field Length

a. Terms

A Thesaurus term, whether Descriptor or UF (Used For), may not
exceed 50 characters (inducing spaces) in length. If a tem co..tains more
than 50 characters, it is invalid and cannot be accepted by the system.

There is no system limitation to the number of Used For terms,
Narrows. Terms, Broader Terms, and Related Terms that may be entered.
However, practical considerations limit the number of lines that can be
provided on the pre-printed Vocabulary Development Form. If more sixwe
is needed for any of these fields, additional forms shoold be used and marked
SHEET l of X, SHEET 2 of X, etc. Also, enter ICONTINUED)* on the
last line of each block that is continued on a following sheet, as in the
following example:

BLUM-IEEE
4. Used For (Le.. Synonyms and Other Nonpreterred Terms)

ACADEMIC PERFORMANCE (1968 1974)

ACADEMIC PROWESS

ACADEMC SUCCESS

EDUCATIONAL ACHIEVEMENT

(CONTINUED) 1
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This reminds the indexer (preparer) to check the back of the form for special
instructions and slats the Facrlity lxxicographer to tim purpose of the submittal.

NU: 311ACtkniatiliLIZEMUICOSSigabigkidli
21kialakilliallalindlikaLlifkrUNTAME-ISUM-

a. Main Term (Field #1)

Candidate Descriptors should =form, in both intellectual await
and format, to the rules fix Mainam& kem D.2 of this section.

A candidate Descriptor is entered in field 1, as follows:

1. Mein Term (50 Chemzter Limft)

Twoo COUNSELORS 7
b. Group Code (FleM 02)

Each camlidate Descriptor must be assiped a Group Code by the
indexer submitting the form. The Group Code places the new term in one of
forty-one (41) broad subject categories called Descriptor Groups. A listing
of the Descriptor Groups and Group Codes, and guidelines for selecting the

me proper group for a new Descriptor, may be found in the rules for
nesedismamis item D3 of this section.

The selected 3-digit Group Code is entered in field 2., as followc

2. Grow Cede

GROUP 240 II
c. Scope Note/Deflultion (Field #3)

Most new terms require accompanying Scope Notes. Absence of a
Scope Note fee a new term must be justified. Most into:illation retrieval
thesauri employ Scope Notes to restrict usage of potentially ambiguous terms.
Because of the inherent "softnese co imprecision of educaticmal termingiogy
mai its overlap across many fields of study, ERIC carries definitional Scope
Notes on all terms whose meanings are not self-evident. ERICs Scope Notes
should not be ccesstnied as formal definkions, but as indicators of how terms

are (or should be) used in Wei*. Instructional notations frequently are
part of Scope Notes. These notatimis dilect the Thesaunis user to other
terms, indicate proper coordination, provide historical notes on changes in
usage or cross-reference structure, or otherwise guide and explain preferred
usage for both indexing and searching.

Scope Notes should be written in accordance with the guidelines and
rules of item D.4 of this section, as well as the followinw

Scope notes should be succinct. Keep the length of a Scope Note
to the minimum consistent with clarity. Maximum length is 370

characters.

ERIC Processing Manual
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1. Main Term (50 Olarecter UM,

inisfl OUT OF SCHOOL YOUTH

3. Scope NoteMeenaton (370 Chums:ter Unlit)

2. Grasp Code

GROLW $10 Act-
=1=1,

walk_ CHLDREN OF COMPULSORY SCHOOL ACM MO HAVE SEEN MUSE) FROM ATTENDING SCHOOL. UR

ADOLESCENTS OVER 16 YEARS IN AGE MO AFE CUT CWICHCOL LEGALLY NOTE COORDNATE WITH AN

APPROPRIATE AGE OR EDUCATIONAL LEVEL DESCRIPTOR

1. Main Term (50 Character Limit)

mak_ SECOND LANGUAGES

3. Scope Noteilkeradon (370 Character Limit)

2. Group Cote

GROUP 450

Act

=am__ ANY LANGUAGES OTHER THN4 ME'S NATNE OR MOTHER TONGUE, USUALLY LEARM BY FC4:IMAL

INSTPLICTION (NOTE PRK)R TO MARIA TM INSTRUCTION -FOREIGN LANGUAGES. USE LAIQUAGES1 WAS CARPED

IN THE THESAURUS)

1. Meta Term MO Chamcter Limn)

1 aRt41 WIND (IAETEOROLOGY)

3. Scope N3taiOatintion (370 Character Unit)

2. soup Code Act.

1

d. Cress-References (Fields #4 - #7)

Necessary cross-references must accompany all new term
recommendations. The Vocabulary Development Form carries these
cross-references in the same orckr that they are found in the Thesaurus,
thereby minimizing confusion both in structuring and evaluating a
recommended display. ERIC uses the standard cross-references found in
most contemporary information retrieval thesaurieompathle with those
recommended by the American National Standard Guidelines for the
Constnsction, Fonna4 and Maintenance of Mono:howl Thesawi

6 3 7
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(ANSI/NISO Z39.19-1994* These cross-references include the following

(1) Used 'Tor (UF) Terms

See rules ferlIeZhatiadillSracknace, item D-5.

A UF reference is a synonym or variant form of the main
term and is nnt used in indezing. Its mamiatory reciprocal is the
USE reference. UFs are entered in field 4, as in this exam*

1. Main Term cso Character Limit)

1-11Rw-,- COMPUTER SOFTWARE DEVELOPMENT

4. Used Far (Le.. Synonyms and Other Nonprefened Terms)

UF COIVUTER SOFTWARE DESIGN

CO/VUTER SOFTWARE EMINEERING

COMPUTER SOFTWARE MAINTENANCE

COURSEWARE DEVELOPMENT #

SOFTWARE DEVELOMENT (COMPUTERS)

1. Main Term (50 Chsracter Umn)

Act

The fourth entry in this =ample is followed by a pound sign
(#), indicating a mukiple UF aml signifying that two or more snain
terms must be coordinated in order to index or retrieve that concept.
Multiple UFs must be entered under each main term to be used in
the coordination. In the above instance, a second Vocabulary
Development Fmm is required, as follows:

liERIM COURSEWARE

4. Used For e.. Sionyms and Other Terms) 7
sr COURSEWAM DEVELOPMENT #

I
:

,

:

i
:
:. .

:
1

*Proposed 1990 revision of ANSI 730.19-1980. Developed by the National Information Standards
Organization (NISO); circulated 1/10/90 among NISO voting members for comment.
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(2) Narrower Terms (N1)

See rules for liairommlaigi (and Broader Terms), kern
D.6.

The NT represents an indexable subclass of the concept
represented by the main term; the indezable NT achieves ERIC's
goal of "subject-specific" indexing. Its =auditory reciprocal is the
"Broader Term." Nrs are entered in field 5, as in the following
example:

1. Mtn Term (50 character LIMO

1ERIN, MATHEMATICS

5. Neermer Terme

NT ALGEBRA

ARITI-SETIC

CALC1LUS

GEOWTRY

STATISTCS

TECHMCAL MATI-EMAT1CS

11:11GONOMETRY

Act

1=nre0

fP.../111

MIMM=11.

kimmem.me

NTs are entered only at the next lower level of hierarchy.
Terms such as ADDITION (NT to ARITHMETIC) aigl SOLID
GEOMETRY (NT to GEOMETRY) are= entered in the case
above,

Particular care must be taken, when inserting a new term
into the midst of an existing hierarchical string, to remove existing
generic references and thereby avoid incorrect double entries. See
item E.5.e.(3) for an explanation of how to deal with this problem.

(3) Broader Terms (81)

See rules for Ammkg_ignal (and Narrower Terms), item
D.6.

The BT represents the broad conceptual class into which a
main term is placed. Each Broader Term is an indesable concept
and the mandatory reciprocal of an NT. BTs are entered in field 6,
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May 1992

as follows:

1. MeM Term (50 Maracter Una()

113,41.- PHYSKUNS

5. &vaster Terms

MALTH PERSONNEL

PROFESSIONAL PERSONNa

Act

BTs are entered only at the mat higher level of hierardiy.
PERSONNEL$ the BT to both HEALTH PERSONNEL and
PROFESSIONAL PERSONNEL, is 1121 entered in the above
exampk. To do so would create the ainvarul hierarchf seen below.
Illustrated also is the correct himarchy in which PHYSICIANS
appears twice; this is legitimate since then is no direct hierarchkal
relationship between HEALTH PERSONNEL and
PROFESSIONAL PERSONNEL.

11121.61411111:0611011

PERSONNEL
.Health Personnel
_Physicians
.Physicians
.Professional Personnel
_Physkians

(4) Related Terms (RT)

CORRECT IgERARCHY

PERSONNEL
.Health Personnel
-Physicians
.Professional Persomel
-Physicians

See rules forlglguallgram item D.7.

The RT is an indexable ccocept that is closely associated
with a main term, but is neither equivalent (UF/USE) nor
hierarchkal (NT/ST). Part-whole relationships, near-synonyms, and
other conceptually related terms, of obvious benefit to itakxers and
searchers, appear as RTs. RTs arc reciprocally related in the
Thesmaus. They are entered in field 7, as shown below:

7. RetatedTerms

AUDEWE MALYS*

AUDENCE RESPONSE

BIAS

CONIMUNCATION (THOUGHT TRMISFER)
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PCLICV FORMATION

POLITICAL INFLUEPICES

PRESS OPIMON

PLEILIC MOON

Only relatively close relationships need be cross-referenced
as RTs, and unnecessary proliferation Amid be avokled. See the
guidelines in item D.7 on avoicBeg RT isoliferation.

e. Special Note on Crosa-Refereace Reciprocals

It is not necessary for the preparer of a Vocabulary Development
Form to generate aoss-reference reciprocals, as this is done automatically by
the ERIC Mamma software. Examples of this capabiTty follow:

IMERELLYLLKIBM DEMBAIELLYIAZIARIM

MANAGEMENT GAMES BUSINESS GAMES
UF BUSINESS GAMES USE MANAGEMENT GAMES

INTERACTION GROUP DYNAMICS
NT GROUP DYNAMICS BT INTERACTION

SPEECH LANGUAGE ARTS
BT LANGUAGE ARTS NT SPEECH

NEIGHBORHOODS SUBURBS
RT SUBURBS RT NEIGHBORHOODS

Of the examples in the right column, only the USE reference cannot
also be entered via tbe Vocabulary Development Form. (USE references can
only be generata reciprocally via the entry of a UP.) Even if a
computer-generated NT, BT, or RT is also input inadvertently with a form,
the Themauus software ;meats invalid double entry of a term in a shigle
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field.

However, the Kim= does not detect invalid aos-rekrancing of the

same term in different fields (i.e, the same term could be filed bah as an NT
and BT, NT sad RT, or BT and RT). In fact, a term can be crosa-sefecenced
with itself. Obviously, care must be taken to mid these illogical relatiniships

The software also prevents an misting UF hue being filed as a main
term, and vice versa; therefore, the above problem of double filing across
fields does not attend to the UN.

S. ModlOing Existing 'Perm

After a Desaiptor has been entered into the Thesaurus file, it may be
necessary to correct arm or omisskuis in its cross-references or to reflect subsequent
changes in ks application. Modification to an existing term's Group Code, Scope
Note, and/or am-references may be made by entering a V" or IX" in the
"MODIFYING EXISTING TERM* box at the top of the Vocabulary Development
Fccm's front side, as shown:

t mow pew -raw
mcpuozvor enVX14a mar

See reverse elfdcer of toms for spec:Inetualees.

A-MID C - CHUM D-CIBEIE

This reminds the indexer (preparer) to use the Action Codes 41, g, and 2 for
recommending specific changes and alerts the Facility Lexicographer to the purpose
of the submittal.

For all Thesaurus modifications, az preparer should indicate the main term
and ONLY those elements of the term's display that he/she wishes to change.
Elements not being changed should NOT be skiwn.

a. Action Cedes

Action Codes are provided for the conveuience of the preparer,
permitting all add, change, and delete modifications recommr.d ibr a single
Descriptor to be recorded on one Vocabulary Development Form. (In

actuality, the Thesaurus system requires separate transactions for the add,
change, and delete commands, and combinations of these must be separated
and sequenced by the Lexicographer, as approriate, before implementation.)

The Action (Act) boxes on the form are used to reccal Action
Codes. Use of each of the three (3) codes is descalied below.

(1) Add

The code fcr adding an element to a term's display is the
letter A. This indicates that the coiS1 item is to be entered in an
empty field, or, if there are already entries in the Geld, that the coded
item is to be added to these. The A cede is most frequently used in
03e cross-reference fields (fields 4 through 7). It should be used in
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recommending a Scope Note (field 3) only when the field is not
currently occupied. It cannot be used for a Gremp Code (field 2),
siwe that field is never empty and accommodates aski* code only.

(2) Delete

The code for deletiog an element frmn a tann's (splay is the
letter D. This inclicates due the coded kesn is to be deleted from the
field it occupiee. The D code is most useful for recommitting the
deletion of a specific cross-refame (fields 4 through 7). It can also
be used to recommend the eliminatkm of an existing Scope Note
(field 3), when it has been determined that the Scope Note is
unnecessary. It cannot be used for a Group Code (field 2).

(3) Change

The code for changing au entire exist* field is the letter C.
This ismicates that ALL data existing in a particular &id is to be
removed and reigaced with the new data provided on the Vocabulary
Development Form. The C code is used most often to chimp a
Group Code (field 2) or a Scope Note (field 3). Howmr, it may
also be used to recommend Amiga dumps in eross-reference
fiekls (fields 4 through '7), ie., when the recommended changes are
so extensive that k is easier to eater the resuk desired than to treat
each entry separately. When using the C code, it is important to
remember that AIL information that is to appear in the field must
be included on the input imm.

b. Group Code Changes

Recommended Group Code changes are entered using the C code.
(A and D codes are never used for Group Code changes.) Example:

1. Maks Term (50 Character Lentil

TERM MICROCCU4SELING

c. Scope Note Changes

2. Group Code

aRouP 240

41.

The A code is used to recommend a Scope Note when one did not
previously 0,ZOL Esample:
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ERIC Poxesaing Manual V1114-126 May 1992



VOCABULARY - DESCRIPTORS

1. Main Term (50 Character Wait)

3. Scope Notedoteman (370 Char* Mr Una)

2. Grow Code

IOROUP--
1

Act

sccif_ PRESCHOOL =MAL LEARNING THAT PREPARES CHLOREN FOR READING (NOTE USE "READO.3

READINESS* FOR FORMAL PRETE/ONG TRANIN( PRIOR TO SEM, THE usE OF TM TIEFN WAS NOT RESTRICTED

SY A SCOPE NOTE)

1. ..... 1 1 A

The C code is used to recommend the replacement of an existing
Scope Note with a new Scope Note (provided on the form). Example:

1. Main Term (50 Character Limit)

TERM_ PROJECTS (1966 1980)

3. Scope Note/Definition (370 Cmracter Limit)

2. (Iroup Code

GROUP Arit

scam_ MAUD DESCRWTOR SEE PROGRAMS* AND ITS HIERARCHY (LE, NARROWER TERMS "RESEARCH

PROJECTS: *PILOT PROJECTS; ETC.)

The D Code recommends that the Scope Note on the form be
expunged from the file. Example:

1. Main Tem (50 Character ihnit)

IOWA ART TEACHERS

3. Scope Nota/Detinition (370 Character Limit)

2. Gra* Code Act

=wk. TEACHERS OF CM OR PADRE OF THE VISUAL ARTS

d. Used For (UF) Changes

Nonpostable *synonyms,* ie., USE references, may not be entered
directly. The addition of a USE reference must be aeccunplished by
submitting a form on the main term to which it will be croass-referenced. If,
for example, it is desired to provide the entry MIDLIFE, USE MIDDLE
AGED ADULTS, a form muld be submitied as follows:
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1. Mien Term (50 Osenesder Umig

11211k. NOME AGED MOWS

4. Us 1 For (Le.. Spot me end Olner Nanpre(erred Terme)

MIDLIFE

The deletion of a USE reference is accomplished as follows:

1. Main Term (50 Character Ulna)

1131111 AUTO &MOHAN=

Act.
IMINNOww.,

A

,fmtwommw.1

...11/11=0

4. Used For (Le.. Synonyms end Ogler Nonpreferred Terms)

41.es

ERIC Processing Manual

If a USE reference is to be made a main term, a separate fccin
deleting the USE reference must accompany the form kw the new Descriptor.
Also, the new Descriptcw should be identified in its Scope Note as a fount/
USE reference (see item CLe.(4)).

In adding or dela* 'multiple UFs," a separate Vocabulary
Development Form must be prepared for each Descriptox used (or to be
used) in the CCKerdination. Additionally, each entry of a multiple UF on the
forms must be followed by the pound sign (#).

e. Hierarchical (NT/BT) Changes

Extreme care should be exercised in making changes to Narrows. and
Broader Terms to ensure that hierarchical validity is maintained. The
following examples will illustrate some of the problems that can occur and
kw they can be solved.

(1) Broader Term (BD Champs

Assume that the term MEDICAL ASSISTANTS has the two
BTs HEALTH PERSONNEL and PARAPROFESSIONAL
PERSONNEL Upon examination, it is determined that AWED
HEALTH PERSONNEL would be the wore appropriate BT,
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allowing the existing BTs to be deleted since both appear in the
AWED HEALTH PERSONNEL display. The required changes
would be entered as follow

1. Main Term (30 Character Ltrett)

Imo_ MEDICAL ASSSTANTS

6. Broader Terms

ST AWED HEALTH PERSONNEL
1

HEALTH PERSONNEL I

PARAPROFESSIONAL PERSONNEL
i
:
I

1. Main Term (50 Character Unite

Act

A

0

Mae that HEALTH PERSONNEL, BT to ALUED
HEALTH PERSONNEL, Aug be deleted to prevent an invalid
double appearance of MEDICAL ASSISTANTS in the hierarchy. In
the example, the same end result could have been accomplished as
follows:

719164_ MEDICAL ASSISTANTS

6. Broader Terms

at. AwED HEALTH PERSONNEL

Act

Since the Change transaction first dears the field and then
replaces it with the new information, it is not accessary to enter
specific Deletes for HEALTH PERSONNEL and
PARAPROFESSIONAL PERSONNEL

(2) Narrower Term (NT) Changes

1. Main Term (50 Character Limit)

Imai_ STUDENTS

5. Narrower Terms

Assume that examinsion of the NTs for STUDENTS shows
that STUDENT VOLUNTEERS has been omitted from the list, and
that STUDENT TEACHERS erroneously carries both COLLEGE
STUDENTS and STUDENIS as BTs. The required changes would
be entered as follows:

NT STUDENT TEACHERS

STUDENT VOLMEERS

,
;

:
:
;
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In this case, the Change transaction would not be used
because of the large number of terms in this field that are being
retained (La, not being chord). Tim result could, of muse, have
been accomplished by Meader Term champs to STUDENT
TEACHERS and STUDENT VOLUNTEERS, but this would have
required two Iva forms. %heat adistional macTiktions taking
place, the above approach would be prefeared.

(3) Hkrarchical Insertions

When a new term is inserted in the middle of an existing
hierarchical string, it is usually necessary to prepare a second
Vocabulary Development Form in order to prevent invalid double
entries in the hiaarchy. For example, assume it becomes desirable
to collect several of the NT$ to AFRICAN LANGUAGES muter a
new Descriptor MANDE LANGUAGES. The NT/IIT structure of
the new term might be as follows:

1. Main Tenn (50 Character Unlit)

Mat- MANE* LANGUAGES

5. Narnmer Terms

DYULA

MANDINGO

MEME

SUSU

6. Broader Terme

NT_ AFRICAN LANGUAGES

:
,

:
f

Act.

11
Plaftwer.1

If only this addition was made to the Thesaunts file, all of the
NTs to MANDE LANGUAGES would show both that Descriptor
and AFRICAN LANGUAGES as BTs, creating improper double
references in the hierarchical display of AFRICAN LANGUAGES.
Therefore, a second input form modifying AFRICAN LANGUAGES
must accompany the one adding the new term. The modification, in
this case, would appear as follows:
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1. Mais Term (50 Chanteter Limit)

FilaL. AFRICAN LAMRLAGES

5. Narrower Terms

NT DYULA

MAM#4010

MEME

SUSU

01=1=MRIM.

1. Related Tam (RD Changes

Act.

ImwmImmot

1111111.0

Recommendations for RT changes can be made by adding and/or
deleting terms from the field as necessary.

1. Main Term (50 Character Limn)

IMOIL VICTIMS OF CRIME

. Rested Terms

DEATH

MALPRACTICE
:
:

PATENTS
i

REHABILITATION

WAR

4.1111.R4IIIMIilm.1

t
t

Act

A

A

WEION.10Pwal

However, use of the Change transaction is advisable if extensive
modifications are recommended:
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1. Main Term (50 Character Limit)

FaTIA... DESIGN CRAFTS

7. Related Terme

RT CERAMICS

CLOTH** DESK3N

eRAFT WORKERS

DESIGN

FURNITIME DOWN

HAIWICRAFTS

INDUSTRIAL DESIGN

SKILLED OCaPATFONS

*Across-Fide Modifications

Act

Care should be taken to avoid invalid double cross-references when
mcwing terms between fields. Before cross-references are guided to a field,
each should be dsecked to assure they are not retained in another field.
Across-field modifications can be entered on the same input form, as follow&

1. Main Term (50 Character Limit)

TERM INFOMIATON DISSEMPATION

6. Broader Terme,
et.. INFORMATION SERVICES

MIFCPMATION UTIUZATK1N

7. Related Terme

INFORMATION SERVICES

INFORMATION UTIUZATION

6. Purging Existing Term

ActINIMIN

A

0OtmO

Act

fl

A "gurgle is used for recommending the total disamtinuance of an indexable
term. A "I"' or "V should be entered in the "PURGING EXISTING TERM* box at
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the top of the Vocabulary Development Form's front side:

t ADDING Neff TERM
LI MODIFYING EV MG trial

nartio PURGING ossym TERM
See side of tem for epeeist hetructIons.

* Action Codes for Modlecialione Only.
A -Me C- CHANGE 0 -DELETE

This reminds the indexer (preparer) to chea the back of the form fir special
instruction and alerts the Facrity Lodcograplier to the purpose of the submittal.

After checking tlw purge box, the term to be purged is entered in Field #1,
the "main term" fine. Fields 2 through 7 are NOT used when purging a term.
Example:

1. Main Term (50 Cnarecter Limit)

1130... DRAFTERS

2. Group Code

GROUP

No other elements need be entered because epurge* command automatically deletes
a term's complete display and all of its reciprocal cross-references from the Thesaurus
file.

Descriptor purges are based on, and necessitated by, one of two factors:

(1) changes occurring in the literature of the system;

(2) situations of ambiguity, synonymity, and inutility discovered in the vocabulary.

Because purges have au immediate and significant impact cm searching, a decision on
what to do with a term's existing postings must iwcompany all purge recommendations.
T'Ae following alternatives are available, but, before considering them, the indexer
iiould be familiar with the guidelines for formgratainjeuna, item D.2.e of this
section.

a. Transfer to New Term

This alternative is used for word form corrections, including the
replacement of obsolete, incorrect, or unnecessarily specific terminology.

&ampler Transfer postings on CEREBRAL DOMINANCE
to (new term) BRAN HEMISPHERE FUNCTIONS

Transfer postings on MANPOWER DEVELOPMENT'
to (new term) LABOR FORCE DEVELOPMENT

Transfer postings on NAVAHO
to (new term) NAVAJO

Transfer postings un WATER POLLUTION CONTROL
to (new term) WATER POLLUTION

Each of the above situations involves the aeation of a new
Descriptor, and two Vocabulary Development Forms are required to complete
each transaction. In most cases, the need for purging a Descriptor and
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transferring its postings to a new word form can be rkaonstrated hi an
examination of the titles posted to the concept. Database scorches should be

conducted to statistically test the vargfity ci such chow& (Relying on one's

indexing experience is not enough.) Statistical evidence and available
supporting evidence from authorities should be gathered and sthmkted on the

bark of, or ameba to, the Vocabulary Development Forms. Justificadon
should include comments on the equivalency ci 0= old and new expressions,

and co shifts in emphasis sad meaning.

Transferred Descriptors must be identified in the Thews= by
parenthetical 'fife span* notations, e.g., "(1966 I980)." They are entered as

UFs to the Descriptors to which they are transferred. Using the first example
above, the Vocabulary Development Form for the new term BRAIN
HEMISPHERE FUNCTIONS would include the following entries

1. WM Term (50 Character Lima)

{ nom_ BRAIN 1-03k4SPPERE FIACTIONS

4. Used For (Le.. Synonyms end Met Nonpreferred Terms)

IJF CEREBRAL DOMMANCE (1967 1145)

HEMS/MEM specsAuzam pRAIN)

11

Act.

1=1

The UF HEMISPHERIC SPECIALIZATION (BRAIN) is a
*carryover" from the former Descriptor CEREBRAL DOMINANCE.

(See also "Transferred Descriptors" discussion under "UF (Used
For)/USE References," item 1)3 of this section.)

b. Simple Merge

This akernative is used for the merging of synonyms, of
near-synonyms (where one is not warranted or wiwre the terms are
synonymous for purposes of retrieval), and of very lightly posted terms.

Examples Transfer postings on TEACHER RATING
to TEACHER EVALUATION

Transfer postings on UNEMPLOYED
to UNEMPLOYMENT

Transfer postings on GIRLS CLUBS
to YOUTH muss

"Simple merge" transactions also require two Vocabulary
Development Forms, ,one to fast purge the unwanted term and a second to
update the display of the retained tem. The form for the retained (receiving)
Descriptor should include a "life span" UF for the deleted term (see example
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of BRAIN HEMISPHERE FUNCIIONS and CEREBRAL DOMINANCE
in the previous section), any of the deleted term's Ms that are needed to
maintain access, and any other cross-reference cu Scope Note mcalifications
that are needed to reflect conceptual changes lamming from the transfer.
Copies of subject index paps, printouts of searches, and evidence from
authorities should be attached to the input forms to demonstrate the
usefulness of such changes. In the justification, the hide= should =Oak the
retention/deletion decision and conment on the following as appropriate.:

statistical effect of the merger on future postings;

any distinguishing clifferences in meaning or usage between the
terms; and

possinlkies for separate retrieval by computer where differences

exist.

(See also discussion an synonymity, "Is It a Synonym?: item C.1.d of

this section.)

ltwg_miarglgsLgtfjaftcqusuLuwjLagLau
idamaingifisatianimaggiatalightlyzagatam. Unless 104
posted terms can be transkrred to other meaningful Descriptors
without informaticm loss, it is usually best to leave them alone.)

c. Multipk Mew

This alternative is used to eliminate multiple synonyms or to gather
several lightly posted NTs under an eating or new BT.

Eratnples: Transfer postings on FCMD SERVICE IMUSTRY, FOOD SERVICE
OCCUPATIONS, sod FOOD SERVICE WORMS to FOOD
SERVICE

Transfor postings on GROUPING PROCEDURES, SORTING

PROCEDURTATAXONOMY,ssidTYPOLOOTtoCLASSIFICATION

A separate Vocabulary Development Form is required for each term
involved in a multiple merge transaction, whether being purged or retained
As with alternatives 'a* and "b" above, "life span' UFs must be included au the
forms of the retained Descriptors, as well as necessary 'carryover'
cross-references and other data frcan the deleted displays. Justifization should
include statistical evidence from the postings and definitional/structural
evidence from authorities.

d. Term Spilt

This alternative allows the transfer of low-use terms to two (ormore)
more general terms, when a one-to-one transfer (either to a BT or RT) would
result in information loss. The receiving terms can then be coordinated to
retain specificity.
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misuse.

Esstapka Threw postings as FRESHMEN
team COLLEGE FRESIMENsi
HIGH SCHOOL FRESHMEN

Tansfa postings on ANniAL sarseE
wag' ANIMAL HUSSANDRY =ZOOLOGY

Every "postings split" requires some.magualideglosigg. Beim this
can occur, however, the postings for each indexable meaning of a %KW must
be isolated. For example, the rear& posted to FRESHMEN would need to
be separated into at least two setstime pertaining to COLLEGE
FRESHMEN aud those pertaining to HIGH SCHOOL FRESHMEN.
Computer searching is required for isolating these sets; the following search
strategks might be employed:

FRESHMEN sad (HIGHER EDUCATION or TWO YEAR
COLLEGES or COILEGE STUDENTS ot TWO YEAR
COLLEGE STUDENTS)

22,1_2=iiiia5212214Thilliketi

FRESHMEN and (HIGH SCHOOLS oi JUNIOR HIGH
SCHOOLS Or HIGH SCHOOL STUDENTS or JUNIOR
HIGH SCHOOL STUDENTS or GRADE 9)

The posslinIty of some rem* tbnt pertain to multiple subsets of
meaning cm this example, to both Set #I and Set #2) should nix be
overlooked, Le.:

Set #3Both COLLEGE FRESHMEN sad HUM SCHCZOL FRESHMEN

(Set #1 Results) and (Set #2 Results)

Since the precision of search line is dependent on the search strategy

employed, as well as the original indexin& it is alms j7est to 'VOW the
indgglagsords in each _set to ens= their &palmy. Once this check and
necessary adjustments are made, the preps= of the Vocabulary Development
Form can list his/her recommendations for manual reindesing. This may be
done on the back of the form (under the check box that reads *transfer
postings to , excluding *) or on the copy of the search
submitted with the form.

Assume that the three searches on FRESHMEN produced the
following numbers of him 100in Set #1, 40 in Set #2, and 1.0 in Set #3.
Sets #2 and #3 have fewer hits and are, therefore, the logical choices in this
example for manual reindesing. Thus, FRESHMEN needs to be deleted
from, and HIGH SCHOOL FRESHMEN added to, each record in Sets #2
and #3. Other indexing errors and inconsistencies in these records could, of

course, be recommended as well. Four sets of transactions are normally
required for manual reindexing Delete EDs, Delete EIs, Add EDs, and Add
E.Ts. An example for each set is given below:
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DELEIE_EThecoox
DESC_Fiuslinsen

DESC_Pinshasen; MO Schad Students

ADD__1311cccos
DESC_High School Rodin=

ADD_ Jam=
DESCelligh Scbool Froshmen; Mgt &kook
IDEN_Florida; 'Au You Lite It

Delete transacticms need not show whether a term is major or minim, i.e.,
precakd or not preceded by an asterisk (*); all asterisks are ignored by the
Delete transaction process. Add transactions, on the other hand, must include
the asterisk if the Desaiptor (or Identifier) is to be a major term in the
reindexed record. In the above eamples, HIGH SCHOOL FRESHMEN will

be a minor Descriptor in the ED (R1E) record and a maix Descriptor in the
EJ (CUE) record. Terms other than FRESHMEN and HIGH SCHOOL
FRESHMEN in these examples represent typical adcrstional =indexing
recommendations desired by the reviewer (preparer of the Vocatmlary
Development Form).

All recommeoied manual reindexing is reviewed by dm Facility
lexicographic staff and, when approsvd, is keyed, proofed, and released to the
ERIC master files. Continuing with the exampk of FRESHMEN, once
manual =indexing for the 50 hits of Sets #2 and #3 is accomiedwd, the
remaking 100 hits in Set #I can be updated using ERIC's Transkr-and-
Delete* program. This Fogram requires only one transaction to remove
FRESHMEN from fix 100 remaining records and to add COLLEGE
FRESHMEN to each, while retaining major/minor designators intact.

All manual reindexing recommendations for postinp *its should
accompany the Vocabulary Development Forms submitted lir the terms to be
med. Additional forms are required to retain the transferred Descriptors
as USE references. Terms winsse postinp are split shodd be entered as USE
references in one of two ways:

A `splir homograph is entexed as a UF under all of the other
Descriptors that were used to tweak down its postings and
multiple meanings. Split homopaphs carry parenthetical life span
notafions as other transferred Descriptors do. Additionally,
however, each must carry a second qualifier that will limit its
meaning to the particular conted of the main term or Descriptor
under which it is entered. The following examples show the
ultimate disposition of the split homograph FRESIIMEN:
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Indeant-Clenemsed UFs
(catund on Vocabulary

COLLEGE MENEM
ur PRESRMEN (1967 1960)

(FIRST YEAR COLLEGE
STUDENTS)

SIGS SCOWL VRENEMIN
UF MESMER (1997 1960)

(GRADE 9)

Computevennarated

PRESSMEN (1167 1860)
MESE TEAR COLLAGE
STUDENTS)
USE COLUMN FREEMEN

PRESSMEN (1957 MO)
MAME !I__
USE faun SCNOOL PRESSMEN

Definitional qualifiers for split homographs always follow the life
span notations. This structure is used because such qualifiars
were act part ri the original Descriptews. (Qualifiers that were
part of original Descriptors precede the life span notations.)

Forged terms whose postings are split because of misuse in
indexing should normally be carried as single or multiple UFs
under those Descriptors that best reflect how the purged terms
should have been used (had they been used comedy). The
purged Descriptor ANIMAL SCIENCE is an example of this
situation.

ANIMAL SCIENCE is a branch of agriculture concerned with
'The brealing and husbandry of agricultural animals, and the
production, processing and ofistrilution ri agricultural animal
Products° alkiltifialign_QUIlagilkaaLEISSiarna, National
Center for Educatka Statistics, 1994 It bad been structured in
the AGRICULTURE hierarchy of the ERIC Thesounis and
should have been used exclusively in that sense. Its usage by
indexers for the biological science ciZOOLOGY is not supported
by lexicographic authorities nor by the educational literature.
ANIMAL SCIENCE, therefore, cannot be considered as a*split*
homograph, although its former postings were split between
ANIMAL HUSBANDRY and ZOOLOGY. Only one USE
reference presently appears in the Thesatous to indicate the
existence of this former Desciptca.,

ANIMAL RUMMY
UF ANIMAL SCIENCE

(1907 1980)

This single USE reference may not tell the whole story of this
framer Descriptor's usage, but additional Thesaurus entries for the
term are not justified by either authorities or the literature.

ANIMAL SCIENCE (1967 1960)
USE ANIMAL mamma

f. 'Dead* or Invalid Term Opdon

This option is used for purging unwanted Descriptors that, because
of inconsistent usage over time, are not readily transferrable. *Dead term*
status puts a hold on former Descriptors, promatiBiuktrja"
jniksiag and allowing them to be set aside for examination and possti)le
reindexing at a later date.

A minimum input of two Vocabulary Development Forms is required.
One form is used flitr pie purge transaction (see back of form for check box

;
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VOCABUIARY DESCRIPMRS

1. Meet Term MO Character tired*

TERM FIEADENG ACIMEOMENT

3. aeons Noteasi beton (370 Charmer Lunt)

2. Group Code

Gnaw 1

Act.

300PE,_ LEVEL OF ATTAINMENT R1 ANY OR ALL IEALING SKILLS, USUALLY ESTIMATED BY PERFORMANCE ON A TEST

(KITE PRIOR TO ARM, "READING LEVEL* WAS OCCMIONALLY USED TO INDEX THIS CONCEPT)

=11,11Lelml. I I- .LA__

Both READABILITY and READING ACHIEVEMENT were in the

Thessmu at the time READING LEVEL was made invafit thus, the above
aaries Were handled tui *change transaction (with a check in the box that
reads "'modifying existing term°). Notice the actim codes "C" and "X where
°C° indicates a =plumes Scope Note, whk *A° is used to add a Scope
Note where none existed Feviously. Also, notice the reference to READING
DIFFICULTY in the READABILTIY Scope Note; during the same
Thesaurus update, both READING DIFFICULTY and READING LEVEL
were made invalid because of inconsistent usage.

(See also discussions on Invalid 'Dead' Descriptors" under attain
Mame in item D.2 and °Ambiguous Usnge° under "Scope Notes° in item D.4

of this section.)

g. 'Dander to Identifier Field

This akernative permits those Descriptors that hindsight shows are
more suitable as Identifiers to be reposted to the Identifier Field. There are
several situations where this action is appropriate, i.e.:

IligWy specific proper nouns.

Example: Move pcutings of CHAUTAUOUAS to
Identifier Held

03ined terminology.

Exam*: Move postings of NUCLEATION (LANGUAGE
LEARNING) to the Identifier Field

Synonym of a "true Identifier.
(Note: A ime Identifier is a subjett concept
used in indexing that does not qualify as a
Desaiptorsee item C.Lb of this section.)

Example: Transfer the Descriptor SOUTHERN STATES
to the Identifier UNITED STATES (SOUTH).

Only one Vocabulary Development Form is needed for Descriptor-to-
Identifier transfers. The form should reflect the purge transactice,
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accompanied by specific transfer instructions and justification information that
explains why tin term is act a suitable Descriptor.

Descriptors transferred to Identifer synonyms are added as UFs to
the Idendfier Authority List (IAL) by the Facility lexicogapthic staff. Scope
Notes reflecting such transfers may be added to the IAL, particularly if the
former Desaiptor was heavily posted.

Descriptor-to-Identifier transfers art extremely rare, comprising fewer
than 10 instances in ERIC's first 25 years. Another purge alternative is almost
always more suitable.

h. Simple Delete

A final alternative for purging a Descriptor is to expunge all
references to it front the Thesaurus and all of its postings from the database.
Like Descriptor-to-Identifier transfers, "simple deletes* are generally not
recommended and should be restricted to the following instances:

Little-used ambiguous terms that encompass
no appreciable subject content.

Examples: ADVANCED sYsrEms, LIMITED EXPERIENCE;
NONFARM YOUTH.

Little-used highly specific terms whose existence
cannot be justified because there is little cr no
data in ERIC on the subjects they represent.

Examples: BIRACIAL GOVERNMENT; cAsiNur TYPE
PROJECTORS; HORIZONTAL TEXTS.

Only one Vocabulary Development Form is required for a "simple
delete." However, a search must be attached that shosvs that each individual
posting of the term was checked for alternate retrievability. Other Descriptors
should be recommended for all records that need compensatory reinclexing.

7. "Jus...tfication Information' Section

This section of the Vocabulary Development Form lists the requirements for
justifying all Thesaluus transactions (whether new term, rbAnge, or purge). As an aid
to the preparer, specific instructions accompany S01:130 of the information blocks. There
are six information blocks, labeled A-F.

5 i)
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a. Indexer & CR

Preparer's name and organizational affdiatkm art entered. For
Clearinghouses, enter inderser's name and Clearinghouse prefix.

A. lastaskai

Jane T. Doe I TM

b. Supervisory Approval & Date

Preparer's supervisor signs and dates the form. For Clearinghouses,
the form must be examined by and have the signature of the Clearinghouse
Vocabulary Coordinator (cr his/her designated representative).

Personal Contacts

aseitavezweLudg

5/ 4/ 9 1

This block is subdivided into "Clearinghouse Consultation* and 'Other
Personal Contacts.* Education encompasses wide-ranging subject fields, and
ERIC serves a highly diversified user community. Adequate consultation on
Thesaurus transactions among ERIC'S subject-specialty Clearinghouses is
necessary in order to avoid parochial points of view. Any transactions on a
particular term must be considered from the viewpoints of all those
Clearinghouses that may frequently use the term or whose scope areas cover
the subject conveyed by the term. Subject specialists, within or outside a
particular Clearinghouse, are often contacted with reference to Thesaurus
transactions. The form reminds the preparer to list such contacts and give
their reactions.

The form should list individuals contacted at Clearinghouses, if other
than designated Vocabulary Coordinators. Addresses and phone numbers of
consultants outside of the Clearinghouses should be provided for lexicographic
follownp when necessary.
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QbanKagmb
Ciesdnehause Cosa Laotian
(List Ctts cordactect, end Innate
agreernent/ditiagrsemant state moons tor
diesweement.)

EA, HE, and SE
agree.

Other Personal Contacts end Reactions

Scope Note
recommended by:
Linda E. Littlejohn
Dept. of Psychology
Univ. of XYZ

(214) 678-9100

d. Authorities Used

Authorities must always be cited for new Descriptors, or for
redefining or merging existing Descriptors. Preparers should list all

dictionaries, glossaries, and ERIC documents used in preparing Scope Notes,

as well as the thesauri used to structure a term's display. The ERIC Facility

maintaiits a "Thesaurus Bibliography" of frequently cited terminological
references (see item B.6, "Lexicographic Authorities"). A minimum of Arse
authorities must be cited for each kfinitional Scope Note prepueci (see item

E4.c, *Scope Note/Definition (Field #3)").

Each Clearinghouse should copy its regularly used, core authorities

on its copies of the form to avoid rekeying the same citations every time a

form is completed. Citations, particularly of well-known authorities, may be
abbreviated, and each should include the edition or year of publication. In
listing core authorities on the form, Clearinghouses should lean enough space

so that sources used less frequently, and special sources such as specific ERIC

documents and journal artkles, can be written or keyed in as needed.

Each authority examined for a specific transaction should be marked

"X" or "0" ("Term Found' or "Term Not Found"). ln this way, the
Lexicographer at the Facility can avoid unnecessary rechecking of authorities

ERIC hvolssin NIamW
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that the preparer of the form has already checked. Copies of pertinent
sections of journal articles and other special sources cited should bc submitted

with the form, as these may not be readily available to the Lexicographer;
appropriate passages on these coties should be marked or *Alighted. (See

also item E4.c.)

ike2ENSIANd
(Chations of reguktrty used authorldes may be wooed onto the form.) Each subway used should bemarked as: X u. Term Fount I. Term Not

Found.

7:).1 Random House Unabddged. 2nd ed

1 A Women's Thesaurus, 1987

1

British Education Thesaurus, 1989

PsychAbs Thesaurus, 1991

o SocAbs Thesaurus, 1989

o CRS Thesaurus, 1990

o Nati Criminal Justice Thesaurus, 1990

1 NASA Thesaurus, 1988

MeSH, 1991

SPINES Thesaurus, 1988

NCES, Class. of Instructional Frogs., 1991

fE) LC Subject Headings, 14th ed

1c71 European Education (EUDISED) Thesaurus, 1984

CINA141- Subject Heading List, 1992

PAIS Subject Headings, 1990

AgeUne Thesaurus, 1991

American Educators' Encyc, 1952

Educator's Desk Reference, 1089

Encyc of Educational Research, 7th ed, 1982

ED328397 - 'Assessing Student Attitudes toward
Heterogeneous Grouping: A Filot Study'

ED263492 - 'Effects of Inter-k...ass Ability
Grouping on Achievement and Self-Esteem"

0

Co l

=11.111,

0

X

X

e. Impact on Thesaurus

This information block asks the preparer to consider the basic pitfalls
of a typ....al vocabulary transaction. These include homographs, overlapping
concepts, and invalid hierarchical insertions. Thoughtful consideration of the
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factcas listed on the fcain should help avoid indexing misuse and searching

problems.

E
indicate potential impact of MI5 transaction on hierarchies and other terms M the Thesaurus. Consider. particsaany. any oven* *lb other terms.

Homographs should be oisaallest occasionally. additional forms. revising older scepenotes and displays. will need to be admitted hi order to

avoid indesing misuse.

Candidate Descriptor is specific, unambiguous, and needed to
index a concept appearing frequently in the contemporary
literature of vocational education.

See attached search.

1. Impact on Database

The last lustification information" block covers the basic procedures
that are necessaiy to assure compatibility at all times between the Thesaurus
and the ERIC database. This compatibility is a stated ERIC policy (see item
BS, 'Synchronization of Lexicography and Indexing" and represents a practice
that is not often seen among other major database systems.

Where practicable, a comprehensive update of the database backfile
is made whenever a Thesaurus term is either added or deleted. These updates
lessen the complexities of computer searching, enhance retrieval, and womote
user satisfaction with search results. Essentially, each preparer of a
Vocabulary Development Form, usually a Clearinghouse indexer, is asked to
do a annputer search before finalizing his/her reconunendation. The
perspective of the searcher is an ingredient in all successful indexing, and the
practice of researching Thesaurus transactions on the computer undoubtedly

results in better indexing.

This practice, of course, requires that indexers have ready access to
a computer with a modem. Users who are interested in recommending a
Thesaurus change but without ready access to the ERIC database are
requested to contact the Facility Lexicographer for assistance.

The following illustration shows the results of a typical comprehensive
search for a new term recommendation. The new term in this case is
MAGNET SCHOOLS. Seven (7) functions were performed in order to
obtain these results:

1. Find word "magnet" in the Identifier Field.

2. Eliminate (manually) Identifiers retrieved that do not fit :he Scope Note of
MAGNET SCHOOLS (e.g., any pertaining to metallic attraction).

3. Repeat step #1 full-text (e.g., for titles and abstracts).

G 6 3
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4. "Not out" step #1 resultf, from step #3 results.

5. Repeat step #2 on results of step #4.

6. Evaluate the records rmnaining after step #5 to determine whetha
MAGNET SCHOOLS should be major or minor.

7. List results of step #2 (seamd bullet below) and step #6 (third bullet
below).

P. lassamiteldatg
1. Nevr Term IZMOUNEECHED

Attach fui-text search, inciuding strategy. Do not Nmtt Italearch Me., by CleerfncnoimjnINE or gf-, etc.1,
Ust identifiers to be transferred to new term. Inctude all variations. h is unnecessary to etso bet accession numbers to *filch the identifiers
are posted

Magnet Schools
Magnet Centers
Magnet Programs
Magnet Program

Russell Conwell Middle Magnet School
Magnet School Plan
Conwell Middle Magnet School

Ust ail accession numbers to which the new term should be posted.
asterisk (*) mese accession numbers where the new term should

ex*4na ioe pealed y the ldeners lIsted Recede by en
be a major Descriptor.

ED016718 ED078621 ED130450 ED146708 *ED156915 *ED181931
ED019341 ED094014 ED137433 ED148969 ED166314
ED041056 ED116307 ED145054 *ED149454 ED169172 *E./203973

*ED064125 *ED117206 ED145058 ED152905 *ED170423 *L.T 207708
ED064434 ED117226 *0146313 ED152912 ED178646 *L.T210203

The second part of this information block is used for delineating
purge recommendations. There are eight alternatives for dealing with the
postings of purged Descriptors, each of which is explained under item E.6,
2urging.faiging Term" A choice among these alternatives will determine
which among the form's three check boxes is appropriate. The example below
shows a one-to-one transfer between two existing terms. As the example
illustrates, liberal use of the form may be made for explanations and other
notes.

2.
Attach search.

Show total Postings: 28
Check one: I"

SEARCH ATTACHED - - munu.

Transfer all postings to: DRAFTING (has 216 postinzs..overlapping with DRAFTERS 12
D Transfer postings to ,exclucMg: times -- total aiter

(List accession numbers and show necessary manual reinclexing for each.) merge vrin be 2 3 )

O Postings are not transferrable.
(Attach 2nd form for inyalidt'dead" term entry. or provide manual relndeg for an postings,)
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B. Transmittal of Form

All completed Vocabulary Develccnient Forms (with attains:tents) should be
transmitted as they occur to the address at the bottom of the form's front side, Le«

Sind fame fial
Pnsoasslag and Itidannsaa Raft

ATM tadoogingdor
1301 FIncord Mak Sato IMO
Rodadlla. IND 311I51)4305

Be sure to join& search strategies and backIlle change recommendations.
Backfile changes may be recorded on the Vocabulary Development Forms themselves
or, if that is not convenient, on search printouts. Note Unsausini zed or unerfued
ERIC pintouts normally need not be sent, since the data they *add contain is molly
way available both mune and Wa CD-ROM to all ERIC staff When sizable search
results mug be submitte4 it is usually easier and more economical to u s e floppy disks
(either 31/2-inch or 51/4-inch disks are accvtable).

To avoid confusion and delays, doagt include Vocabulmy Development Forms
with RIE or CUE shipments to the ERIC Facility.

Originators, whether Clearinghouses or external users, should retain copies of
all Vocabulary Development Forms and related attachments for reference in case
coordination is necessary.

a
9. ERIC Facility Processing

Upon receipt of a Vocabulary Development Form, the Facility Lexicographer
performs a preliminary review to ensure compliance with the ERIC Processing Manual.
If there is a significant problem, the originator of the input is contacted prior to
entering the recommendation in the Vocabulary Status Report (VSR). The VSR is
prepared every 1-6 months, but at least twice per year, it is a 'Wing of all Thesaurus
recommendations and serves as the medium for Vocabulary Review Group (VRG)
evaluation and feedback. VSR recommendations approved by the VRG are entered
in the Thesaurus and the ERIC database by the Facility lexicographic staff; dr staff
also prepares a periodic summation entitled Thesaurus aanges and Statistical Data,
which serves as a Thesaurus supplement. All of these procedures are fully discussed
in item "BY of this section, *Vocabulary Development Program."

Gt35
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ATTACHMENT #1

History of the Thaiglimisi-ERK.DOWiltaral

The Western Reserve (WR) Studies

The ERIC feasibility studies funded by the Office of Education (OE) and conducted in the early
1960s by Western Reserve Univezsity led in June 1966 to a list of 4,500 terms in the subject area of
educational media, structured in an array of broad facets such as activities, characteristics, and people,
subdivided by subfacets, and further by numerous groups. The WR team of Go-don Barhydt, Charles
Schmidt, & Kee Chang fek strongly that "the establishment of useful and valid interterm relationships
could be accomplished only by the conceptual analysis that is a prerequisite to faceting.' This philosophy
was supported by earlier classification works such as the American Petroleum Institute's Subject
Headings, and The London Education Classification by DJ. Foskett, as well as early advocates such as
Maurice Tauber and Oliver Lalley. The Barhydt & Schmidt faceted array thesaurus was published in
1968 by Case Western University Press under the title Information Retrieval Thesaurus of Education
Terms.

Operation Fingerflp and the "Disadvantaged Collection'

Another ftmcrional, but less elaborate, approach to thesaurus construction was being pursued
in the mid-1960s by the Engineers Joint Council (EJC), the Department of Defense, and a COSATI
indexing subpanel. This collaboration, under the rubric Project LEX, led in 1967 to the landmark TEST
Thesaurus. ERIC followed the activities of Project LEX closely, and in this connection, contracted in
1964 a project called Operation Fingertip with looker Business Machines, Inc. Joaker, under Operation
Fingertip, developed a *free indexing" core of 2,300 terms while indexing 1,700 ESEA Title I reports.
The Central ERIC staff, under the direction of its chief lexicographer James Eller, then structured these
terms, using a set of preliminary guidelines based on EX conventions. The terms were then reviewed
by a volunteer group of librarians, information specialists, and educators, and an interim or *Phase I"
Thesaurus was made available in June 1966. The so-called "disadvantaged collection' became the first
set of documents in the ERIC database. (See ED-0704185, Catalog of Selected Documents on the
Disadvantaged: Subject Index.)

Choosing the *Disadvantaged" Terms over the Western Reserve Facets

Central ERIC decided in mid-1966 to abandon Western Reserve's faceted array of terms and
to go with the structured terms of the *disadvantaged collection." Why? The facets were thought to be
somewhat inflexible. The new ERIC Facility contractor, North American Aviation, had used the EIC
conventions to develop its own Thesaurus, and the resultant software was incompattile with faceted
arrays. Also, the WR Thesaurus, originally developed around a collection of documents in the
educational media field, was incompatible with the terms and documents on the "disadvantaged" that
comprised the initial ERIC database. Thus, a precedent was being set for what still remains true for
the ERIC Thesaurus. That is, the ERIC Thesaurus is an "authority list' and not really a theoretically
comprehensive °thesaurus', i.e., only those terms are accepted for the Thesaurus that are actually aid
to index documents in the ERIC database.

`Some of this information was borrowed from "The Vocabulary," Chapter WI of Delmer J. Trester's
ERIC the First Fifteen Years; A History of the Educadonal Resources Information Center (ED-195289).
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Choosing the structured °disadvantaged" terms over the WR facets filmed out to be the arrest
path. The American National Standards Institute's 229 guidelines for tl.lesaurus structure, construction,
and use, published in 1974 (revised & updated in 1980 & 1990 a) and now the standard for
informatkm retrieval thesauri in the US, was developed primarily from the earlier precedents
established by the TEST Thesaurus and the ERIC Thesaurus.

The Panel on Educational Terminology

Concurrently with the indexing of the "Disadvantaged Collection,' a thesaurus advisory group
was formed to consult with Central ERIC This snail 6-person group, called the Panel on Educational
Terminology (MY), consisted of both educators and information experts from both inside and outside
the Federal Government. Early meetings also involved observers from various subject-matter areas.
The PET group, under the direction of ERIC Lexicographer James Mx, guided the development of
the ERIC Thesawus through its first 8 years (1965-72).

'Rules for Thom= Preparation'

Concurrently with the structuring of the "disadvantaged" terms, the PET group began preparing
a formal set of rulms or conventions to govern vocabulary expansion beyond the initial core of terms.
PET had decided that the rulea and conventions appropriate for the physical sciences and engineering
(developed by the Engineers Joint Counc0 and the Department of Defense's Project LEX) were net
entirely suitable for the social sciences and for the field of education. As a result, a modified set of
rides regarded as appropriate for ERIC began to take shape. First published in October 1966, these
rules were entitled 'Rules for Thesaurus Preparation.'

The rules contained instructions on proper Descriptcr construction, format, and content.
Special emphasis was placed on the cmtvention that Descriptors must represent concepts found in the
literature and must be actually used in the ERIC database. Earlier work at Central ERIC had indicated
that the expression of educational concepts is frequently not posade by the use of unitenns (single-word
terms). The rules indicated that multiword Descriptors should be used when false coordinations are
otherwise probable, when single words combined in searching mean something different than intended'
and when single-word terms have excessively high postings. The rules were completed in time for use
with the initial indexing for the first issue of RIE, published in November 1966. CUE appeared about
2 years later, in January 1969.

The 1966 *Rules for Thesaurus Preparation" represent the foundation of the ERIC vocabulary
rules followed today (see Section Vifi (Part I), item D). A second (and last) edition of these rules was
published in September 1969 (see ED-033740).

Vocabulary Expansion (Period of Significant Growth)

The emphasis during the early years was on expanding the ERIC vocabulmy beyond the initial
core list of terms. New Descriptors were added on the basis of their need in indexing the documents
going into the system. When an ERIC indexer determined the need for a new Descriptor, he/she would
prepare the appropriate justification with authority citations and definitions, and submit such justification
to the Facility Lexicographer. (These same basic practices are in effect today.)

The increase of new Descriptors was rapid during the early years of the ERIC system. A

"1990 draft revision, ANSI/NISO Z39.19-199x, developed by the National Information Standards
Organization (NISO), circulated 1/10/90 among NISO voting members for comment.
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plateau was reached in 1971 with about 7,300 terms, including 4,900 postable main terms. The ensuing

8 years through 1979 brought an averaw of about 100 new terms per year to the Thesaurus. Not until

1980 aud the implementation of the results of the comprehensive Vocabulary Improvement Project

(VIP) was this trend substantially aliered.

Thoughts of Backtmckbsg

As the Thesaurus continued to grow, it gradually became apparent that some early decisions

were not wholly satisfactory. Problems such as azarly synonymous Descriptors, ambiguity among terms,

and discrepancies among generic (hierarchical) relationships began to surface.

The first talk of possibly merging nearly synonymous Descritacrs occurred in 1969, but the idea

was rejected for the time-being because of the great expense thought to be involved.

By the time DIALOG was commercially operaticmal for online computer searding in early
1972, the PET group had decided it was time to shift attentice away from Thesaurus expansion to an

evaluation of the existing Thesaurus terminology from the users' point of view. Before any activity could

get underway, however, the PET group disbanded, primarily because its chairperson and ERIC's original

Lesicographer, Dr. James Eller, left the ERIC system.

Vocabulary Improvement Program

Before the end of 1972, the ERIC Facility submitted a proposal for the establishment of a

nationwide Vocabulaty Improvement Program. The program got underway in the fall of 1973 with the

development of the "Transfer-and-Delete software system, and the establishment of the Vocabulary
Review Group and the Thesaurus Advisory Panel.

The new 'Transfer-and-Delete system allowed one transaction to be written that would both

delete a term and simultaneously transfer all of its postings to another term. Such a capability permitted

the master files for ME and CUE to remain compatible with a substantially modified Thesaurus.
Vocabulary Review Group members were selected so as to achieve a broad base of coordination.
Representatives or "vocabulmy coordinators' were included from the ERIC Clearinghouses, as well as

from various universiti, libraries and State Education Departments having access to the ERIC database

and everience in its use. Recommended changes to the Thesaurus were accepted from all network staff

and external users. Such recommendations were recorded on a Term Change Notice (TCN) Form and
distnbuted to the review group members for their reactions. The Thesaurus Advisory Panel (TAP) was

set up as a locally (Washington) based ga-oup, consisting of membership from Central ERIC, the ERIC
Facility, and several other members within and outside the ERIC network. The group's purpose was to

replace the disbanded, policy-making PET group and to resolve those relatively few issues of Thesaurus

change for which a consensus of review group members could not be achieved.

Never designed as a centralized, intensive clean-up effort, the original Vocabulary Improvement
Program was effective in meeting its objectives. During the 1973-78 time frame, 50 TCNs were
evaluated by the review group, resulting in the deletion and reposting of 87 unwanted Descriptors. In
its meetings, the TAP approved several innovations (e.g., two-way hierarchical display, add/entry dates,

multiple "Use references) that ultimately became integral parts of the Thesaurus. However, the

program was somewhat cumbersome with its complicated paperwork flow and documentation
requirements. In April 1976, an ERIC indexing seminar (held in Annapolis, Maryland, as part of that

year's National Technical Meeting) helped to solidify the feeling that it would take far too long to
accomplish a thorough thesaural clean-up with the existing program. Following up in November 1976,

Central ERIC funded a small study project for Jim Houston, the Facility Lexicographer, to investigate

6 G
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VOCABUIARY DESCRIPTORS

DESCRIPTOR REVIEW FORM

VOCABULARY IMPROVEMENT PROJECT
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VOCABUIARY DESCRIPTORS

s Phase It 'Production°

Phase II or the "Production* phase extended from November 1978 to September 1979,

during which time Clearinghouse personnel (using the coirTleted "Descriinor Review Forms")
wrote and rewrote scope notes, merged synonymous terms, updated obsolete terminology, and

revised cross-references. All suggestion viere warded on a special Thesaurus input form

(designed by the Executive Committee see Figure VIII-1-A.TT44), sent to and reviewed by the
Facility lexicographic staff, then keyed into a special Thesaurus file informally called the "Play
Thesaurus" (PT). Each suggestkin in the PT idatified the originator by ClearixighousefFaality
prefix and was coded "approved/disapproveir by the Lexicographers. The FT was updated twelve
times over a 14-month period. Eaeh issue was distauted to all participants, who could then react

to the suggestions of others, or to lexicographic decisions, via a special 'Comment" field. Each
"Commenr was also identified by Clearinghouse/FacTity prefix and arranged chronologically so
that a continuing dialog was provided throughout the twelve FT issues. Nearly 11,000 transactions
had been entered into the PT file when the last issue was published shortly after New Yeses Day
1980. The Executive Committee met during the week of January 14-18,1980 in Washington, D.C.,

to close out the FT phase of the VIP. Over 500 terms that had not received final resolution in
the PT were reviewed by the Committee, and final dispositions were made.

Nearly 7,000 suggestions from the "production" phase were designated as 'approved."
These were keyed directly from the PT to the "real" Thesaurus file. The working copies of the
"new" Thesaurus were ready in March 1980 for use in indexing the published version followed in
June 1980. A summary of the major VIP transactions followg

1,437 Scope Notes Written
512 New Main Terms Added
841 Main Terms Converted to "USE" Terms
123 Terms Invalidated (i.e., kept on the file, but no longer used)
18 Terms Purged

563 New *USE" Terms Added
716 "USE* Terms Deleted

The RIE and CUE master files and the inverted postings were updated to reflect all of
these changes--this involved more than 2 million transactions to individual records in the
database. Updated magnetic tapes were sent to the culine vendors in September 1980.

* The VIP Levey

The 1977-80 Vocabulary Improvement Project (VW) was a major event in the history of
ERIC and in the information/library science field. Such an undertaking by a major infornuttion
system was virtually unprecedented. The ERIC Thesaurus was completely revised to reflect
contemporary indexing needs, while the integrity of tbe ERIC database was preserved for the
searcher through massive updating, and both were done within a period of 3 yeaYs.

-- Total Net -k Involvement in Thesaurus Development

The VIP introduced a new methodolog for thesaurus development and maintenance
activities within a decentralized system. Prior to the VIP, changes to the FRIC Thesaurus
(particularly with respect to individual terms) were based essentially on negotiations solely
between a submitting Clearinghouse and the central lexicographic staff. The VIP, through its
interactive "Play Thesaurus," extended the negotiation process to all Clearinghouses.
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VOCABUIARY DESCRIPTORS

In the VIP, decisions negotiated between a submkting Clearinghmue and the
Lexicographers vivre recorded in allay Thestailue (PT) for other Cleaxinghouses to see. All
Clearinghmues could then review these decisions awl use the FT for communicating their
opinions and other comments. The Lexicographers, conducting addidonal negotiatitzu as
necessary, would then use these remarks in finalizing a term, its Scope Note, and/or &play
for the "rear Thesaurus file.

This system of total participation worked so well that it was retained and continued
after the VIP was completed.

'Vocabulary Development Program*

In May 1980, Patricia Coulter (Central ERIC Mcciitor of the V1P), Lynn Barnett (VIP
Coordinator), Jim Houston (Facility Lexicographa), and Carolyn Welkr (Identifier Coorcfinator) met

to determine how to use the experience gained during the comprehensive Vocabulary Improvement
Project for the fume development and contrd of the ERIC Thesaurus. Through their deliberations,
a new program was outlined having the overall purposes of increasing efficiency, reducing costs, and
more thoroughly involving the Clearinghouses and users in the Thesaurus activities of the future. In
order to =prat At a new beginning, the new program was called the "Vocabulary Development
Program.* With the blessing of Central EEC, and after a review by Clearinghouse staff members
involved in vocabulary work the new program became operational in December 1980.

The "Vocabulary Developuent Program" is structured to permit as Thesatuus
recommendations to be examimd by eVocabulary Review Group" (VRG) before final dispositions
are made. Reconstituted from the earlier VRG (see "Vocabulary Improvement Program"), the
present VRG's 29 members include mpresentatives from every Clearinghouse, Central ERIC,
ACCESS ERIC, the CUE Publisher, the Facility, several user orpnizations, and International
ERIC."" The Vocabulary Status Report (VSR), issued at least twice a year, serves as the
mechanism for alerting the VRG to proposed changes, for soting the membership's comments and
recommendations, and for notifying all members of final cfispositions.

Lynn Barnett of the ERIC Clearinghouse on Higher Education was the first Chair of the
reconstituted Vocabulary Review Group in 1980-8L Anita Colby of the ERIC Clearinghouse for
Junior Colleges has served as the VRG Chair from 1982 to the present.

Each ensuing year since LW has seen approximately 100 new main terms added to the
Thesaums file. The latest 12th (1990) edition of the Thesaurus contains approximately 10,000
vocabulary terms, of which approximately 5,600 are main-entry Descriptors and 4,400 are non-
indexable Use references and "dead" terms.

Although the new program requires some additional turnaround time to determine
dispositions, this appears to be fully justified ccorsidering the additional lexicographic perspectives
gained across Clearinghouse subject areas and between indexers and users. The functions, work flow,
and documentation procedures of the new °Vocabulary Development Program" are discussed in
item 83 of this section.

"International ERIC (informally, InterEd) includes representatives of the Australian Education Index,
British Education India, and Canadian Education Index, as well as ERIC.
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ATTACHMENT #2

Vocabulary Development Form (VDF) Computer Templates

(These two sample computer templates are provided as
possible models in addition to the one illustrated in
Figure V111-1-9 of this section.)
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VOCABUIARY DESCRIPTORS

TIEMPIATE #1

T .1 1 1988

nic Tacoma:it DINEW1111111T

Adding new term

naft: INFOKUTIOK SCIXOCK KDOUTION

21911Z:

5QPn: POSTSECONDARY EDUCATION OR TRAINING OF INFORMATION SCIENTISTS AND
OTHER INFORMATION PROFESSIONALS (NOTE: PRIOR TO MONTH YEAR, THIS
CONCEPT WAS SOMETIMES INDEXED UNDER "LIBRARY EDUCATION")

IIE :

NI: LIBRARY EDUCATION

111/

AI: POSTSECONDARY EDUCATION
PROFESSIONAL EDUCATION

Betsy Reifsnyder, IR

Supervisory Approval & Date:

0/7.,7 /2iti

676
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VOCABUIARY DESCRIPMRS

INFORMATION SCIENCE EDUCATION--2

FERSONAL CONTACTS: None

AUTHORITIES USED

NOTE: X tarm(s) considered (as listed in parentheses)
0 relevant terms not found

Education Authorittes

O Dictionary of education, Good, 1973
X Education Index

(INFORMATION SCIENCE--TEACHING)

Library/Ingormation_ Science Authorities

O ALA glossary of library and information science, 1983
O Rennepin County Library Cumulative Authority List, July 1988
O Librarians' glossary of terms used in librarianship, Harrod, 1984
X Library Literature

(INFORMATION SCIENCE--TEACHING: INFORMATION SCIENTISTSEDUCATION)

X Library of Congress Subject Headings, Ilth ed. or as updated online

(INFORMATION SCIENCE--STUDY AND TEACHING)

IMPAC QN IIIESAURUS/EXPLANATION OF PAOFOSALS

Accompanying change needed in LIBRARY EDUCATION, which is proposed as a NT
of INFORMATION SCIENCE EDUCATION. Although LIBRARY EDUCATION was placed
solely under POSTSECONDARY EDUCATION, it is proposed that INFORMATION
SCIENCE EDUCATION be placed both under POSTSECONDARY EDUCATION and
PROFESSIONAL EDUCATION. NOTE: LIBRARY EDUCATION includes the education of
professionals nd paraprofessionals. The inclusion of LIBRARY EDUCATION in
a PROFESSIONAL EDUCATION hierarchy is based on the precedent set by LEGAL
EDUCATION (PROFESSIONS), which is placed under PROFESSIONAL EDUCATION and
which includes the education of attorneys 9,INI paralegals.

6
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INFORMATION SCIENCE EDUCATION-3

l$PAcT DATABASX

Full-text search attached.

Identifiers to be transferred to the Descriptor:

INFORMATION SCIENCE EDUCATION

Accession numbers to which the new term should be posted, excluding any
posted from Identifiers listed above. Accession numbers where the new term
should be a major Descriptor are preceded by an asterisk. Note: Records
retrieved by the following search strategy/ies but inappropriate for
posting are crossed out.

NOTE: Records already assigned the terms LIBRARY SCHOOLS or LIBRARY
EDUCATION are =proposed for posting to the now term.

Title NOT Identifier search strategy:

informatian 00 science (w) education

55475iTee4-7

figiaapte

55-731-277
E,1351t-86
E4.1.44MOR
Erelieligeierf

IFErgirRál.

El:126066-3

424,4-7-.?1.

4;4eetiemaey

EJ214707
EJ 199857
Ea+drettrale.

EJ009668
4;teFel*
Ea2.744
44-2efiair&

EBeirlie6.4

EBeesneert,

EDX,5062

678

6Azio4a64

E*Q66e&E

SgaSeSe
gDgege&?
eeeeee56

*,.4Ztere55

E-6.26.6195.4.

`etre
figac*Irree75-
E1314 t425

E944514Erte
ED059615
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E2
E3
E4
E5

E6
E7
ES
E9
El0
Ell
E12

VOCABUIARY DESCRIPTORS

:541wevtokilbv1
$Cit" CA.
rd. uL tooki% or

information science education

Items RT Index-term
1508 16 INFORMATION SCIENCE (STUDY OF THE PROPERTIES OF

1

INFORMATION,
INFORMATION

I.E....)
SCIENCE ABSTRACTS

51 *INFORMATION SCIENCE EDUCATION
9 INFORMATION SCIENCE RESEARCH

311 6 INFORMATION SCIENTISTS (INDIVIDUALS WHO OBSERVE, MEASURE,

AND DESCRI...)
1 INFORMATION SEARCH SERVICES
9 INFORMATION SECTOR
1. INFORMATION SECURITY OVERSIGHT OFFICE

1111 14 INFORMATION SEEKING
4 INFORMATION SELECTION
1 INFORMATION SERVICE EXPEDITER

3001 23 INFORMATION SERVICES (THE ACTIVITIES (E.G., INFORMATION

S32 105381
633 70042
934 425200
935 135
336 60
937 75
638 49
S39 57
540 0

941 53
942 39

S43 14
S44 49
S45 53
946 42

SELECTION,...)

INFORMATION
SCIENCE
EDUCATION (PROCESS OF IMPARTING OR OBTAINING KNOWLEDGE,...)

INFORMATION (W) SCIENCE (W) EDUCATION

935/ED
935/EJ
S35/TI
S35/AB
635/DE
935/ID
S35/ID,MAJ

S35/ID,MIN
835/TI
935/1D
S35/T1 NOT S35/ID 679
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VOCABULARY DESOUPTORS

ITIWPIATE #2

ERIC VOCABUTART lEVELORE/ff FEIN

JUL 31 1989

X Adding New Term

TERN PAYING FOR COLLEGE

GROUP 620

SCOPE MOTE DISCUSSION ABOUT OR METHODS FOR FINANCING AN INDIVIDUAL'S
COLLEGE =CATION -- NOTE: DO NOT CONFUSE WITS "STUDENT COSTS"

UF

NT

ET

RT EDUCATIONAL FINANCE
STUDENT COSTS
PARENT FINANCIAL COFTRIPMTION
STUDENT FINANCIAL AID
STUDENT LOAN PROGRAMS
FINANCIAL SUPPORT
LOAN REPAYMENT
zveAJ

A. Indmzer & CR: Lynn Barnett/HE

B. Supervisory Approval & Date: Lynn Barnett, 7/20/89

C. Personal Contacts:

Clearinghouse Consultation -- JC agrees

Other personal contacts/reactions

D. Authorities Used:

British Education Thesaurus
Good's Dictionary of Education (3rd)
International Encyclopedia of Higher Education
Medical Subject Headings (1:9)
NASA Thesaurus (1985)
Sociological Abstracts
Tbesaurus of Psychological Index Terms
UNESCO Thesaurus
A Woman's Thesaurus

X EJ 304 667 - "Paying for College: Plot a Course Now"

X EJ 292 818 - "Paying; for College: Beyond Financial Aid"
X ED 260 670 - "Haw Middle-Income Families Pay for College"

X ED 002 924 - "How People Pay for College"

May 1992 VTII-1-ATT-2-p. 7 630 mac hamming Manual



VOCARUIARY DESCRIPTORS

E. Impact on Thesaurus

Indicate potential Impact an hierarchies and other texas,
particularly overlap with other term. Qualify hoongrapbs.

The descriptor STUDENT COSTS may have been used in the past for

the concept represented by PAYING FOR COLLEGE, but STUDENT COSTS

implies more. Probably the note in the SN will take care of thit.
"Paying for college" is really a hot topic in the literature and

in the discussions of the student financial aid legislation.

We've toye4 with other phrases (e.g. COLLEGE COSTS), but they are

not specific enough for the concept. Some documents previously

indexed with the iden COLLEGE COSTS have been identified below for

re-indexing with PAYING FOR COLLEGE.

Y. Impact on Database

1. New Tern

Attadh full-text search, Including strategy. Lb not limit

seardh by CH, RiE, CIJE, etc.

Search shows:
90 PAYING FOR commars
123 COLLEGE COSTS/ID
21 PAY7(21000LLEGM/TI
73 PAY7/AB(2W)COLLIGELAB [most not relevant]

List identifiers to be transferred to new tete.

PAYING FOR COLLEGE

List all accession numbers to which theatre tarn boulid be

posted, excluding identifiers. Use * to note majors.

*E3304667 *EJ172074 *EJ005450 *ED260670 *ED193980
*EL*02924

*EJ292813 *EJ104462 *ED266704 *ED074887

*EJ234481 *ED260673 *ED195182 *ED038124

Also, see attached page for additional accession numbers.

2. purge

n/a
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VOCARUIARY - DESCRIPTORS

0,739-Ymi

avAati
10/1/1-72

EJ384160
ED266753
EJ377717
ED266750
EJ376206
ED266741
EJ344128
NAMMANA
EJ344125
ED265783

-W544118-

ED260672
EJ330100

ED260671
AtE47325425

EJ323989
£0260608
EJ312153

ED259614
EJ310290

E0264807 £0259600
EJ341547 EJ308586
ED263843 £0258516
EJ341546 EJ308562

--immTiTY- £0255161
EJ341543 EJ306942
ED2627 ED255160

1542
£0262712

Ap1915___
262693

APEJ336157
ED160673

---D306939
£0255159
EJ302998

£0255158
E3302997

£0254130

10/1/73-121
£0253186
ED231315
£0253142
£0231314
£0253141
£0231259
£0252150
£0230091
£0252137
£0230085
ED252129
£0228974
£0252115
£0228944
£0251028
£0228939
£0250985
£0224435

117249914
£0223165
ED249913

£0221146
ED249912

£0221116
--inramnYT--
£0215655
£0249875

£0249852

ED248815

ED248755

ED247662

etc,c.

£3302996 E3265832

EJ302995 ED296636

EJ302992 £0296633

E1299882 £0286395

EJ296934 ED283499

EJ281336 £0272044

EJ281330 £0272041

£3279742 £0271038

EJ278169 £0267696

£3278164 £0267684

£3276658 £0267681

£3271462 £0267676

ED247810 £0242246

ED247804 £0242240

£0246820 ED242231

£0246762 £0240942

£0246758 £0238388

ED246756 £0238308

£0246755 £0235713

£0246703 ED234703

ED243392 £0232586



VOCABULARY DESCRIPTORS

F. Impact on Database

1. New Tern

Attach full-text search, including strategy. Do not limit
search by CII, RIE. CIJE, etc.

n/a

List identifiers to be transferred to new tem.

nla

List all accession ambers to which the new tern should be
posted, excluding identifiers. Use * to note majors.

n/a

n/a
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Abbieelatione Mosaiptors), 
Acronyms geseepten), VIU-1-3$ A. Reid blodifieatiaas (VDF), nu-i-uct 
Action Cooks (VW), VIE1-1-125 

Add (YOP), VW-1-125 
Arld Data absoriptok), V111-1-40 
AU and Soma Ma, V111-1-91 
Almon Always (Soaps Nett), V111441 
Alphabetization (Tinomen), V1114-40 

Asshianity. 
-Candidate Duck*" VW-1-23 
--Clarificatiot at, in Luicostnyby, V111-1-6 

-Desoiptem, VIII-1-49, VW-1-69 
Americas Netimeet Sttesiew Guaira it t tke Comrtartion. 

Pormott, sod Asko:same elf Meeelesseni 77sarteri, 

V111-1-34, V111.14 05 
Another Tenn Used Previously for this Concept (Scope Note), 

VM-I-56 
Antoine= CRT), VIII.I.IOS 
Associined With (Scope Note), V1114 -64 

Associative Reintineel*p (woe u RT). VIR-1-103 
Attention on (Scow Nose), VLI-1-64 
Amsentike Eecockar beim V111-1-9 

Aesnaline Thotaeme of &aeration Descripens, V1U-1.3, 
VW-1-24 

Authorities Used (VW), VM-I-144, V1U-1-145 

Ana** R3 VI1I-1-13 

Andra* Lists (Leciocerephy), V1114-24 
&deft Champes, VW-1-32 
Boob, Basham, V1U-1-33 

British Rshocacia. Wu, VIU-I-9 
Arid* iduceiges Thesserate, V111.14, V111-1-24, V1U-1-211 

Broader Tams MX VU-140 
-annex (VDF), vuw-us 
-Vocabolasy Developmeat %sok V1114422, VM-I-123 

Browsing (Descsipans) V111-1-46 
BT see Bender Terms (111) 
Cam* Dees (Scope Notes), VIII-1-71 
Caned= Ramage* ilex. VIII-1-9 
Caeralise irdwatiest Tioreatores, VUI-1-24 

Cepitilkotiee (Detctipars) V111-1.30 
Calm and Effect Ora V111440S 
CD-ROIS Retrieval Systems, SMI-1-32 
CbleRfa (VDF), VM-1-126 
away in Scope (Scope Note), V111.1.56 
ebecuter Set (Descsiptoss), V111-1-36 

aiidAinece i Nesters Thesettriss, 
Qsa bleanbenialp (Deaceiptces), VW-145 
Orianyica6es rgr_histreectiema Proaneera, V111.1-139 

Collosprislisats (rees-Redeseasei), V111-1-86 

Compeand Toms, V1114-2 

Catapieer &abut Thetattrur & Dictieeary, VU1-1.25 

Comma Tapiocas see Templates 
Conaisteacy (la 144001PlIphY), V111-1-4 

Candbeen With (Scope Nok), VIII-I-53 
Coaraer .Asente (11) VU1-1-10S 

CeresReivrences, V111.1.120 
VIII-1-86 

Anon 1992 

VOCABULARY - DFSCRIPrOBS 

INDEX 

-Deadpans, VUI-I-41 
-Invested Banks. VUI-1-85 
-Slew Val-I46 
-Tam Ramat V111445 
-Veeribelny Dendepanot Buns V111.1-124 
CRS Theanweddialethar loan* Vecabotiguy, VUI-1-24, 

V111-1-211 
Dates (5arge Noes), VUI-1-71 
Dead Deekiptan, V11444, V111-1-37, VM-1-42, V111-1-43, 

V111-1-70, V111-1-139, V/11-1-140 
Dellehiced Scope Notes, VIR-I-47, VUI44z, V111-1-49, 

VIII-1-50 
Delete (VWI), V1114-126, V1114-142 
Dekted Desinieton, V111-1-43 

Desmipsor Group Display (Thesaurus), V1111-1-16, 

V111-1-47 

Desvipters, 
-Abbarenticas, VUI-1-38 

-Acceptability, V111-1-34 

-Amara, VW-1-311 
--AM DOM VIU-1-40 

-Anthisnity. V111-1-49, VM-1-69 
-Appeannce ia Litendem V104-34 
-Broad, aide Spoifie hlantifrent, V1114.101 

-Goads*, VUI-1-111 

-Csocallastioa, V111-1-38 
-Chasacter Son, VU1-1-36 

-Cmea-Referencee, VUI-I41 
-Dead. VIU-I-14. VIU.147 V111.1.42 

V10-1-139, V10-)-140 
V111-1.2 

-Deleted, V1U-1-43 

-Deivirtenen, V111-1-17 
-Ednoedosal Levet V111-1-68 
-Eminence Criteria, VI11-1-17 V111-1-21. V111-1-34, 
-Forced Cosecepts, VI1-1-46 
--Fanction, V111-1-2 

-Pandsreennd Camps. V1114-48 

-thaw Codes, V111-1-40, 

VI11-1-117, VUI-1-1 IS, 
-amps, v11 1-44, VW-1-45, V1111-1-$6, 1/111-1-47 

-Hormenplic. V111.1-37, VM-14S 
-Levered, V111-1-14. VW-1.37c V111-1-42, vill-1-43. VM-1-70. 

V111-1-139, VIB-1-140 
-Invested Ravka. V111-1-37 

-Lots* VW-1-36 
-Lie Span, VIE-1-41, vw-142, VIII-1-86 VIII-1434, 

V111.1.139, V111.1-140 
-Maio Terms, VIII-1-14, V111-1-34, VW-1-1111 

-.1deltiarad, V111-1-2, V1114-35 
-Nor SYsonles. VW-1-49, V11-I-104, VD1-1-134 
-New. VW-1-17. V111-1-117 

-Ntanotek V111-1-36, 

-Pnembetical Qualifies*, VIR-1-37 

-Puck. Oman, V111-1-00 

VUI-1-S 
-Prilticeian Type, VW-1-69 
-Quanfient, VM-1-30, V113-1-37 

Index-1 
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VOCABULARY - DESCRIPTORS

-Reim and °awakes, VIII-1-33
-Sate Notes, VIII-1-79. V10-1-30, VIII4-41. V111447,

V111-1-118, VM-1426, V1114440
-Sex Neutral, V111-1-38

vs Plead, V111-1-36

-Symms, V111-1-49. VM-1-71, V111-1-72, VI11-1-74.
V111-1434

--Spedalked, V111-1-49

--Tecal Urns, VIII-1-50
-Theminalogy Mak. VM4-49, V111-1-77,

VIII-144
-Testier to Madams, VI84441
-Tressferad, V111-1-41, VIII-1-42. VIII4-86, V111-1-17,

VIII-1-133, V111-1435, V111-1436.
V111-1-137

-Umge Frequency, VIII-1-35
-Wad Form VW-1-36
-Weed Order, V111-1-37

Do Not Confine With (Scope Note), VW-1-54

Do Not Use For (Scope Note). Va14,54
Double Zany (Wearchies). VW-1-93 VIII-1-96
Doubk Scope Notes, V111-145, VW-146, V111-147
fichecaticad Level Desaipon, V111-1-68

Edmasional Tenniaalogy V1114-2
&theses on (Scope Non). VIII4-64
Engineers Joint Cam& (EIC), Val-1403
Especially (Scope Nal), VW-14I
&roman Esionnsion Thesaants, V1114-24
WM= Theaseme, VW-1-24
Example (Scope Noss), VW-1-59
Excludes (Soapy Note), V111-140

Expediesice (LesicagaphyX VIU-1-7/
Wade akesels Capabilky), V111-1400

Emmet Users ( n Vambelay Development), VIII4-10
Field et Study/hems Studied Gra vm.1-ios
Filing Distanor, VW-141
Fain Oder, V1114-81

Flowchen,
-Vocabulary Devektmat Pirogues, VI1144
For-See (Soap Nate), V111-1-51

Forced Camps (Descripters), V111-1-67 V111-1-68

Fanner Main Tonna. V111-141
Feapeatly (Scope Note), VM-1-63
Fundameotal Campo (Desertion), V111-1-48

Germany (Soor Noie). VW-142
Gaelic Stracturing, VW-1-31. VIII-1-90, VIII-1-129,

VW-1430
Gamic Tire (Desertion), V111-1-15 V1114-16, VW-1-100

Gans, VIII-1-90
Group Cedes.
-Ceases (VDF), V111-1426
-Descripton, VW-1-31
-Thesseerm. V1114-40, VIII-1-45
-Vocabulary Development Fmk V1114-117, VW-1-11$
Gimps (Deadpan), V1114 -44, V111-1-45, VIII -1-46. V111-1-47

Heavily Fasted Ideetifeers (Lin). V111-148, V111-1-19,

VIII4-20. V111-1-27
Irsauchical Display (Thessurus). V111-1-15, V1114-16,

V111-146, V113-1-102 VE-1-103
-Double Entry, VIII-1-93
-Splits, VIII-143
Iliaanthical Insertions (VDF). V111-1430

Hieutedical Relaticaships, VM4-75, V111-1-90. V111-141.
VW-142, V01-1-97 V111-1401, vm-1-122.
ru-14n, VIII-1429

-Ilisnohes V01-146
-42 Dia*" VW-1-9S,
-Iscates, V111447
-Folphkeaseby, V10-146, V01445
Himmuldeal Sassilikii V01-1400
Hkeischkal Sunestring, V014-31. V111-1422, VW-1428

Visilety, V1114-98

Mann* Mat), V111475
Historical Nobs (Sate Nom), V111-1-25, VW-1-50, VIII-1-55,

V1114,56, V01-147

HamoPsFas.
-Desalidass, V111-1-37, VIII4-48

V111-1-64
VW-1-138

Hyphenation (VDF), V1114-117

1811 abaszden Theassants see UNESCCHBE liducation
Theassuin

kisitfer ANtionity LAI VIII-1-1
Identitiers, V01-148, V1114-26
-Clessinghonse Ila, V111-1-27

-Heavily Pooled, V1114-1S, V111-1-20, VA1-1-27

-4pocilic, whit Hived Descriptors, V111-1-101

-Tongan at Desairsass to, VII14.141
77ersasows, V01-1-24

Impact an Dateless (VDF), VW-1446, V1114447
Impel on Thesmenes (VW), V1114-145
Inclodes (Scope Note), V111-1-58

Indexer (VDF),
Indexing. V01-143
-Pervious. V111-1-25

-Specificity, V10-1-101
laiming Concepts and Methods, vm-i-los
leforapationReaievalThaastna f Education Tense, VILI-1-104
HUM Mormener. V014-24
laanctional Scope Notes, VIII-1-47, V01-1-48, V111-1-50,

V1114-52, VIII-1-53, V01-1-54, V01-1-55
Intercliongo (Nowdettee). V111-1-10, VIII-1-13

hotrad, V111-1-9, V1114-24
haeraational Dictionary ( Itehteation,
kiessistiosal MC, V111-1-9, V111-1-24
Invalid Descriptors, VII14-14, V01-1-42, V111-1-43.

VIII-1-70, VIII-1-139, VW-1-140
Inverted Cmse-Rdereaces. V01-145
livened Descripais, V01-1-37
Isolates (Desaiison), VIII-1-16, VW-1-97
lopoNese4Seglish Edescatieend-Use keyword Equisatents,

V1114-3
Justified= Information (VDF), VW-14C
Ling* (Desaisces). V111-1-36

laser-by-Lener Ring. V111445. VIII-141
Lexicography (ERIC), VW-1-3
-Authorities, VW-1-13. VW-1-27. VIII-1-28, VIII-1-144
-Authority Lists. VIII4-24
-Avaideace of Fadifention, V111-1-5
-Clarificatke t Ambignity. VIII-1-6
-Coosistency. VW4-4
--Expedieoce, V111-1-29

-Functions. VII1-1-4
-Preeedence, V111-1-79

-Rama Process, VIII-1-26
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VOCABULARY DESCRIPTORS

-Rules, VIII-14. VID-1-33
-Semi= of Detainee, VII1-1-32. VM-1-33
-Took MU-1-V
library at anima Salim Heallass,
life Spin (Descriptors). VID-145, V1114-37,

VM-1-41, V1114-421 V111-1-86, V111-1-117. VIII-1434

Mar ibmss,
-Mad UF. V111-1-74

-Deseiptoes, V1114-34
-Romer, VIII-1-41
-itT Rebsienship with UP. VI11-146
-Vocabelasy Development Fame, V1114-118
Maned Reindruing. V1114-137, VIII-1438
M. Subject Headley (WM. VIII-1-24, V111-1-28
Messing (Descalptoss), V1114-134 VITT-1-135
Mimed Swish (in UF), V111-141, VIII-142
Modifying Edging Teem (VW), VIII-1425
hishipie Mar (Descripors), VII14-135
Multiple Ink VIII441, V111449
Multiwoed Desakstors, V111-1-2 V1114-35
Nannwer Thins (NT), VM-1-31. VIII-I-90
--Moses (VIM, V111-1-129
-Vecabolasy Dennicpment Faun, V111-14U
NASA Thesamass. VID-1-25, VD1-1-28

Criafroal hake Thrsaaws, V111-1-25, V111-1-2$

Near Synonyms. V10-1-134
-Desaintoo, VIII-1-49
-Related Tema, V111-1404
Noon* (Scope Noe). V111-142
NOT (Scope Note). =4-60
NT see Narrower Tams (NT)
Nussober Sign. V1114411
Nomads (Desaipors), VII1-1-36, V1114-37
Naas* & A Health (MARL) Seject Roane Litt,

VM-1-25
Ocklinea Rasa, VDT-140S
Often (Scope Nose), V1114-63
Other Than (Soapy Note), VIII-140
Oredapping Comps all V1114-104
PAIS Sakires Heating% V1I1-1-25
Pert Whole Relaskes* (KT), V111-1-96, V1114-104
Particuledy (Scope Nan), V111441
Ferber (Scope Note), V1114-63
Pesmased Display see Reused Displey (Thesserns)
Permed COMM (VDF), V111-1-141

Play Thessoms, VM-1-7
Pined vs. Singular (Descripsoo) see Singular vs.

Plead (Descriptors)
Palytierarchical Rebhan*, W1-1-94. V10-1-95
Poesslie Applications (Scope Notes), V111-1-57

Possible Use Relosionship. V111-1-96

Postings Coxes (Descriptors), V111-1-40

Postings Fibs, V111-143
Priming% Split, VIII-1-136
Postings Treader, V111-1433, V1114434
Pamd Sign, V111-148
Pencodence (inaicogrspity), V111-1-29

Psecoodiested Upwasd UFs. V10-143. V111-144
PleViee$ 1nuleg. V1114-25
PrOViCilit Usage Ilas Varied (Scope Noe), VII14-56
Producing Agent (RT). V10-1-106
Peolifeestioe of Word Fauns (Avoidance. in Leziordreyhy),

VM-1-5. V10-1408

Publicution Thee (Descriplas), V10-149
Purging (VDF), V1114-132, VM-1-133, VM-1-1 42, V111-1-147
Rams Then (Smp Nee), VM-140
RecOmil/Usur (RI). V1114-106
Redressed Crom-Refamees V10-1424
Linden* (lidonnal), V104-137, V1114-138
Reined Thum (En, V111441,

V111-1-104
-Casegades. 11114403. V014405, V1114-106
--Clautses (VDF), V111-1431
-4081-bduess. VI114-109
- Peolifesmicas. V111-1011

-Sdectiou. V10-1407
-Vocabulary Development Foam, VM-1-123
Relational Ilemegrupbs, V111-1-64
Resesab Psnores Claxicagafliy), V10-1-26
Rogers Thesaanst, V11144
Roamed Derby (Thesemus), V10-1-14, V1114-1S,

V1114-38, V111-145, V10-1-77, V10-142,
V1114-97, V111-1-197

RT see Reload Terms (R1)
Reda far Thaartna ?manta" VID-1-33
Scope Note (Descriposs). VM-1-29. V1114-30, VM-141,

VI14-47. 1/111-1-53, V111-1-59, V1114-60, VD1-1-61,
VM442. V111463

-Ambesities, VM-1-119
- Cabala Dates, V1114-71
-Cbsugas (VDP), V111-1426
- Dates. VIII-1-71
-Deadhead. VIII447. V111-1-411, V111-1-49, V111-1-50
-Dad*, VII1-145. VU1-1-66. V111-1-67
-Foaled Conoepts. VM-1.67.
-Padsmesatil Cancepts, V1114-48
-Historical Notes, VM4-25, V111-1-50, V1114-55. V111-1-56,

V111-1-57

- fiamegophs, V1114-411, 111114-64
-Inmuctiood, VI114-47. V1114-48, VM-1-50. V111-1-51.

V10-1-52, V111-1-53, VII1-1-54, V10-1-55
-rasa* Applications. V111-1-57
-Rambled Hemogrephs. V111-1-64
-Subeumed Cameos, V10-I-57
-Vocabeisey Development RXIIIS, V111-1-111. V111-1-119,

V111-1-120
Sends Results (VDF), VIII-1-147
Searching (Use of Moodie.), VIII-1400
Sending d Database (Lexicognephy), V111-1-32, V111-1-33
Smola), Ansagements VIII-1-14
See (Scope Noe), V1114-51
See Also (Scope Note), V111-1-51

See Also.41datifial (Scope Note). VIII-1-52
See/Use411wassous Sectional (Scope Note), V1114-54
soasiocks (Net in Sl). V1114-47
Sea Nested Teminology. V111-1-311
nibs: (RT), V1114-106
Siagobr vs. Plana (Desaipoes), VIII-1-36
Slang (Cross-Rdeseaces), V111-1-14
SN see Scapa Nate (Desaiptoss)
Sanding: (Scope Nac), V111-1-63
Spedalizetiam (Caseifidate Descriptors), VIII-1-23
Specialind Teens (Desaiptars). V1114-49
Spa.e, V111440
Specificity (Indazing Rule), V1114-101
SPINES Thesatam, V111-1-25. V111-1-28, V111-1-10S
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Split Homer* V10-1-138
Via (15amobias1). VM-1-93
SPORT Thosants, V111-1-75

&wire Fame (Caralidste Desaiptors), VE14-111. VM-1-21
Salasemed Omar& Okapis Now), V111-1-57
Samelasy of Sipitions P.
-Dennipans, V1U-1-a, VW-14a, VE1-1-ai
-Vombulery Idolutemaas (Descriptom). V111-1-o.

Vh1-1-xi
Supsvisoly Amoral (Inn VE1-1-143
37a4tuaahltion (elf Mem* and Fades§ Files). V111-1-13

Synonyms, V111-1-134
-Csodidate Desaiptoss, V111-1-21, VD1-1-22

-Desaiptors, VE14-49
-Synonymity (Test). V111-1-74
-Test, V111-1-74

-UFs. VIE-1-71
Teelmkal Tams (Dmaiptors), VM-1.50
Templates,
-VDF Ran, V111-1-27, V111-1-110, V111-1-113. VM-1-114.

V111-1-115
Tam Resessal Crose-Refettoces, VM-1-15
Tam Split (Desesipton), VM-1-135
Tronissology Teratio (Desaiptoes), VIE-1-32, V111-1-49,

V111-1-77, VE1-1-84
Them= Chaves and Staistiosl Das, VM-1-10, VE1-1-148
Mamma Comontssion-A Pow:kW Monosi, VM-1-105
Thesaunt: I' Aging Terminolos% V111-1-25

Thisotssos of Essiootrimi oaf Seim* Term, V111-1-25

Thssastran sf SVC Descripton, 1,111-1-1

-Allieheded DisPlay. VM-1-14
-Deseripter flap Display, V111-1-16

-Displays, VIE-1-41
-Frequency el 1113blinstion, V111-1-17

-11itambiad Display, V1114-16

-Sowed Display, V111-1-14, V1U-1-15

-Sample Baby, VD1-1-39
-Secondary Arrangemeals. V1E-1-14
-3truame. V111-143
Thesassna ofFsycholosian Inas Tenni, V111-1-25, VIII-1-28

Thesamna of Sociological Maxim Terms, V1E-1-25. V111-1-28
TIMaSSINS Ras nod Commotion: (E/C), VM-1-103

Masan,
VM-1-1

-Pancake, V111-1-1

--Nonat1C, VM-1-24. VM-1-28
-Roge(s Thesestrus, V111-1-1

Tata= (Feethas). VIE-1-133, V111-1-134
Transfer sod Delete Software, V111-1-13

Tometent4 Desoriptora, V111-1-41. V111-1-42, V111-1-116,
V111-1-117, V111-1-133. VIM 1-134. VM-1-135, VIE-1-136.

VE1-1-137
Two-Way litararchioal Display See Hierarchical Display

(Theseus*
UP see USED POR (UP) Mamma
UNESCO Thesamnss, VE1-1-25
UNESCO:IBS Rdisoadoo nes s us, V1114-3. VII1-1-25

Ualilm (Same Note), VM-1-60
User Rodatiaodrip VII1-1-104
USE Maher Tam (Same Note), V131-1-50

USE RR (Same Note), V111-1-54

USE Refrillelltia, V10-1-14, V111-1-31, VM-1-41,

-Embalm Mena, VM-1-74
-Passaiate. V111-1-72

VM-1-73
Use With Papa Noe/ VM-153
USED FOR. (UF) Rehm= (VDF), V1E-141, 11111-1-71
-Chews (VD1). VM-1-127
- poss-Rehmatar Reistionaltips, V111-1-75

nem Relnicosbity. V111-1-74

-Hued Slinals V111-141. V111-142
llnb VM-148, VIII-1-19

- Nmd, VU1-1-77
-Nat Poembility. V10-149
- Ftecoonliosted Upward, VM-143, V111-144
-ET Realised* with Man Tam, V10-146

V111-1-76
-Vmalsalary Devulapmeat Ram V111-1-121
Usually (Same Now), VM-1-62
Utility (Candidate Desaiptas), V10-1-21
VDF see Vocabolay Develimment Poem (VDF)
Vendor Pam. V1U-142, V111-146
VP Malmo& V111-1-33
Vocebeiwy C40Uelfrr Isfornostion Rmies.l. V111-1-105

Voadmlary Omar:ad= Famedmes. `111-14
Vocatehey Development Fmm (VIM. val-14. V111-1-27.
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VOCABULARY-IDENTIFIERS

SUMMARY OF SIGNIFICANT RULES

I. Identifiers are semi-controlled retrieval tams intended hr add a depth to indexing that is not always possible
with Descriprs alone. An Identifier is usually the name of a speak aitity, e.g., project, pews, place,
organization, test, group, item of orpiment, piece of legislation. An Identifier may also be a new concept,
wider =side:ado:in for Descriptor status and awaiting approval for athnission to the ERE Theantrus.

2. The Men:Vier Authority List (IAL) should be consulted before index tams sre added to the Idanifier fields
of RIE and CUE. 'le 1AL saves as a companion volume or supplement to the MC Theantrus.

3. A term may not be an Identifier if it is an existing Desaipta, a synonym (UF) referenced to a Desaipor,
a Dead/Invalid Descriptor, ar a variant form of a Descriptor.

4. Because acronyms have a high potential of being homographs, their use alone is to be avoickd.

5. Identifiers may not exceed 50 chmacters in length, including spaces. Terms naturally exceeding
50 characters must be shortened according to prescribed procedures (Le., by removal of articles, andunctions,
prepositkms. etc., or by abbreviating common words). However, the fint ward of an Identifier may never
be an abbreviation although it On be an acmym.

110
6. Spelling and word form conventions used for Descriptors should also be used kw Identifiers. Spelling of

proper names should not he changed. American (United States) English standard usage is followed far
common BOUM

7. Non-English awns not found in standard unabridged English dicticearies or in specialized subject dictionaries
ordinarily should be translated (Was they have no ready English equivalent, e.g., !Weida, or tmless they
me part of a pasonal or pmper name, such as that of an organization, where translation depends on the way
the name usually appalls in English pint).

it. Numbers exceeding one word in length should normally be written as Arabic numerals (except when the
spdled oat version is the official or formal name). Roman numerals are generally permitted ally when used
as the numbers of legislative 'tides.'

9. Identifiers do not have the complex hienuchical structure of Desaiptars, but they may, as needed, have UFs
(providing cross-references) or Scope Notes (poviding explanatory material).

10. Identifiers tha are homographs mug be differentiated either by a parenthetical qualifier or by a spelling
variation. They =tot be differentiated by spacing or case.

11. Identifiers may not contain ANY punctuatkm other than left and right parentheses.

12. Identifiers are grouped by specific characteristics or subject matter into twenty (20) categories, i.e., personal
names, organizations, geographic locations, etc. In addtion to the general rules contained in this summary,
each category has its own specific conventions or guidelines that should be followed in creating new
Identifiers.
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VOCABULARYIDENTIFIERS

VIM VOCABULARY DEVELOPMENT AND MAINTENANCE
(PART 2)IDENTIFIERS

A. Introdnethm

Whereas Fart 1 of Section VIII discussed the development and mahatma= of Desaipeces
(cordrolled indexing tams), Part 2 adchesses the creation Bud us el Idemifias (semi-controlled
indexing teems). In *Mon, this Section also dant= the procedures used by the MC Facility
to review 'waning Idendikrs and to maintain the identifier Authority List (IAL). As with
Descriptors, nfl of the discussion in the Secdon *Ohs to usage in both Resources ha Education
(RIB) and Current Ind= to JOIVISOLI ht Ethics:ion (CUE).

I. Definition and Fraction

kientifien me semi-contolled retrieval terms, intended to add a depth to indexing
that is not always posthie with Descriptors alone. An Ideutther is usually the name of a
specific entity, e.g., project, piece of legislator, person, place+ organization, test, group, item
of equipment. There is a nearly infinke number of specific entities, and k is not appropriate
to burden a thesaurus with such multiplicity. Also, the specificity of Identifiers makes them
often tomsitory and kfiequent conditions that further justify exclusion fican a controlled
indexing authority such as the The:arm of WC Dexriptors.

An Identifier may also be a new concept, mks consideration for Descriptor status
once ks scope, definition, and 'staying power* have been established. Omdidate
Descriptors, awaiting approval for adogsskom to the Thesoirta fl ERIC Descriptors, must
always be indeaed as Identifiers. In fact. reascmabk frequency of use as an Identifier is one
a the factors in the &cigar to 'grackles:" Madam to Desaiptors.

Identifiers we not Maimed or typically defined in a formal way as Descriptors ma;
however. they must be somewhat controlled in order to eliminate the proliferatkm of variant
Rona of the same concept. Such control is achieved by imposing format standards.
particularly for such atkies as geogrephic locations, organization names, and specific edmic
and occupational grows.

The ERIC Identifiers have been grouped into meaningful categories for the purpose
of bringing like tans together. Rowe depicts the cummt set of ERIC Identifier
categories, and the number of Identifiers, as well as the pacentage of all klentiflas, in oaoa
category as of 1992. Categories are useful in subdivkling an Identifier fik for particular
indexing and searching wplicatioas. The categories am a quick way for indexers to
determine available options among pakictdar types of tams. Omissions and commissions
of Ideskifiers are more easily spotted using a smaller category than in using an altesabetical
list of all Identifiers.

2. Ideart(la Authority Litt (IAL)

The Identifier Authority list (IAL) is a total alphabetical list it* the gedgml
Identifix foems, developed according to standards discussed in this Section, that can be used
to achieve consistency in indexing and searching slam In its two printed forms
(Alphabetical and Category Displays). it serves as a companion volume or supplement to
the ERIC Thesaunu. Just as the Thesaurus controls Descriptor sew the IAL peovides
control over Identifias to the extat that variant forms of the same concept are eliminated
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VOCABULARY-IDENTIFIERS

First published in 1980, the IAL was the result of an Identifier Who& project that

reviewed the Idendfiers in the ERIC master fk, from the beginning of MC in 1966
throe. April 1976. The pitied uldniaaely reduced the number of Idertifiers on Me Me for
that period from somiximately 46,000 to 25,000. The cunailMion of this large nimber of
Identifbas over ERIC's fiat 10 yems occurred as the system evolved fromanual,
print-odented database to a system accessibk via computer in a variety of Mato ways.
As the number of entry pairds increased and the file exploded, k became necessary to
reduce the =mbar of ways single sajatt could be accessed.

The approximstely 25,000 *Med Wentifiess, known aS Inefemx1 Winne beams
the basis fix the ML as it now exists. The other 21,000 "non-prefened terms" wens either

vadmit klemifier forms transferred to CM of the peened faux. Varian& (or duplicates) of
Descriptors and eventually transferred to the appropriate Descriptor, or unnecessary or
amigo= items that could shuply be purged.

Another by-product of the Identifier atonal project was the cremion of the derailed
guklelines in this Section. The third consaprance of the project was the establislunent of
ERIC Facility review and maintenance procedures descsibed bier in this Secticm.

Since the creation of the IAL in inid-1980, the IAL bas increased in size to mow
than 44,000 Identifiers, as new teems were added as a result of the regular monthly input
to the database. Items me purged from the IAL as they art upgraded to Descripux status

and sidfted to the ERIC Thesaarus.

The printed IAL. including its smilements, should always be coasulted before index
terms me added to the Idendfier fields of RIR and CUE. The computerized IAL is used as
a validaram file during the editing of all incoming ERIC resumes.

B. Identifier Editing Procedures

1. RIK

All Identifiers on incoming resumes for RIE are validated by =meter against the
IAL, and terms in the field not tend in die IAL are flagged as "unainhorized." In addition,
the computer program checks each term fee length (k may not exceed 50 characters) and
fce the existence of invalid punctuation. All Identifiers nagged as "unauthorized," or
exbibidng one of the other conditions, are reviewed by the lexkopuphic staff.

The staff checis the IAL to determine if a Descriptor or existing Identifier can be
substituted for the mrautharized Identifier. If not, then the term is checked to wane that
it meets the guidelines for use as well as formaL

Using the guidelines hi this Section, as well as those found in Sectimi VII on
"Indexing,* unauthorized Identifiers are evaluated and accepted as is, =formatted mid then
approved. or rejected. (Of the unauthorized Identifiers flagged each month, approximately
60% we implemented) A Category is assigned and requirements for the addition of a
Scope Note arias Synonyms are noted. The Facility editors make any necessary
contsposulng changes to the RlE input.

Since one of the roles of the Facility is to help ensue uniformity of indexing for
the sixteen Clearinghouses* RIE input, die omission or inclusion of existing Idendfiers is
also reviewed. When appropriate, Identifaxs may be added or deleted.
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VOCABULARY-1DENTIFIERS

2. CUE

Identifiers on alE km are also validated by the compact and terms not in dm
IAL flagged. CUE editors coma invalid Idendfias sad reformat inconeet or misspelled
'dandle's. The tams me not amendy evaluaNd far inclusion in the IAL nor assigned to
a Category.

3. ERIC Facility IAL Maintenance Procedures

After new "manthorized" Weathers me ammved for use on RlE resumes, the tenns
are permitted to enter the database. However, at this point, these terms have not yet been
1mplcme d to the IAL. At the end of the monthly issue, an Exception Report, showing
all of the *uoauthodzed" tams far that issue, is genaated by the computa. The mama
authority tic (IAL) is then updated.

Other Wrath:mg, changes, or deletions to the IAL me made at the same dine as the
update. Whenever the ERIC Thesasnu is updated with new Descriptms, most of which are
*gradimta* from the IAL, the conesponding tams, as well as my existing synonyms, are
purged ft= the IAL. Perkdically, the Peaty also reviews the IAL for highly posted
Identifiers. These tams me typically candidates for *graduation.* (See Section
Item C.Lb ms1 nous VIII.1.4 far mom informatics about this ha.)

4. Clearbghouse Role in IAL MahMenance

Although Clearinghouses arc not required to formally submit tams for the IAL as
they me with the Thesastrus,it is recommended that Clearinghouses maintain an inhouse list
of all Identifiers that are potential Description. This list periodimily should be reviewed and
Vocabulary Development Farms (me Section VIU-1, Item E) generated wlmn the volume
of postings ci these Identifias wanants such action.

Whenever it is necessary to aeate a new Identifia for a large series of doormats,
Clearinghouses are urged to coordinate the tam with the Facility lexicographic staff bet=
assigning it to multiple resumes. in adilitkm, Clearinghouses me encouraged k) sham with
other indexers (e.g.,. via decimate mail) any new concepts in their field and how these
should be identified. For example, the Clearinghouse on thban Education hikumed the
network about the new movanent "Accelerated Schools.* Since this movement is not the
mute as the existing Descriptor *Acceleration (Education)," UI) requested that indexers
encountering this concept use the Identifia 'Accelerated Schools.' Such coordination helps
avoid variant forms in new Identifiers.

C. General Guidelines/Bales Applying to All Identifiers

1. Wannent/Identifier RelationshipThe IAL Takes Precedence

Although a basic principle in cataloging is to follow the document. when it canes
to Identifiers, the spelling and form in the IAL take precedence over what is used in the
&lament. Spelling of the names of individimls, form and/or spelling of the names of
organizations, projects, tests, etc., are frequently incorrectly med by authors. One frequanly
cited individual, Ea Enlace, can be found as: Eric Eason, Erich Ericson, Ea Erickton,
Eric Erikkson, Er& Erichson, etc. Since it is usually clew from the document to whom the
author is referring, indexen should use the approved Idatifier in the ML
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VOCABULARY-IDENTIFIERS

AMIN=

AFL CIO

AUDACIOUS

AUSINET

BALLOTS

aNTERFoR

CDA

DIDACTA

ERIC

DISPEC

MEDLARS

OCLC

FLAW

SUPERMARC

UNESCO

USSR

VAULT

Americo Alliance for Health,Physical Educatiret, Remotion, and Dance

Amaican FedenSion of Labor and Congress of Industrial Orgimizatkes

Automatic Direct Access to Informatke with the Online UDC (Universal
Decimal Classification) System

Australian Influmatice Ndwcat

Bibliographic Automatirm of Larip Lthmries Using Time-Sharing

Centro hierameticano de Investigation y Documentation sobre
Formacion Profesional (Interamerican Research and Documentation
Cana on Vocational Training)

Child Development Associate

Emmen media anierence

Educational Resoluta Information Center

Information Services fix the Physics and Engineering Communities

Medical Literature Analysis and Retrieval System

Online Computer Unary Cater

Programmed Logic for Automated Teaching Operations

Data format standard

United Nations Educational, Scientific, and Cultural Organization

Union of Soviet Socialist Republics

Yeasts Accelerated Urban Learning for Teaching

FIGURE VIII-2-3: EXAMPLES OF ACRONYMS APPROVED AS IDENTIFIERS
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VOCABULARYIDENTIFIERS

Identifiers should not be aeated in the fonn ri the spelled out version folbwed by
the acronym in pananhans (nor should the reverw form of parenthetical welled out name
behind the acronym be used). As much as passible, the speed out vendee should be used
in lkw of the acronym. Shookd an indexer wish to associate am acronym with its welled out
version, the place to do so b in the abstractiannotatkm, as in the follow* exempla

ABST,...Students involved in the project were awls of the
Job Magnin Partnership Act (J1PA) who hwl participated in
the College Levd Examination Pros=

IDEN_Job Training Partnership Act 1982; College Level
Examination Program

When a multiword klentifier exceeds 50 characters, it may be necessary to make
use ce abbreviadons (or sometimes gamma) to keep within the 50-character limit
(see below, "Identifier Length").

4, Identifier Length

Identifiers may not exceed a maximum of 50 characters in length (including blanks).
Tams naturally excearmg 50 characters must be shortened:

via the removal of conjunctions, ankles, or prepositions, or, if that is insufficient,

via the abbreviation of common words (see Figure 1,111-2-4).

ZILtifiti2WILlii-C-WatiSLASSIMAZ-bratbSAYSA (eseePt in the case of
certain approved acrcnyms, e.g., "ERIC"). The commcm words may be abbreviated
anywhere else they wear; however, in general, when an Identifier revises rdibeviation it
is better to abbreviate toward the end of the tam rather than toward the begkming. Alw,
in veinal, the words in an Idendfier that are of greatest significance for sesching and
retrkval should not be abbreviated. Two movies follow:

Original Term American Association of Community and Junky Colleges
(53 characters)

Abbreviated
Identifier
(50 characters)

American Association of Community and Junior Coils
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"Colleges" is the best wad to abbreviate because it appears in die table of cosmos
wads and is die jos wad 1r the Idemifier. "Association" and "Community might also
have been abbreviated, but altering either would canoe the temi to be moved =necessarily
from its normal alphabetical sequsnce in the authority list.

Original Term
(69 characters)

Abbrevbited
klendfier
(48 diameters)

(Preferred over
the following akanative)

Federation of Associatirms in the
United States of America and Canada

Federation of Associations in the USA
and Canada

Federation Associations United States Canada

"Federation" and *Associations" arc the key wads for retrieval and should not be
abbreviated. The first altermaive does the least overall violence to the original name.

5. Numbers

Numbers exceeding one wad in length, whether they are a part of or the whole of
the concept being indexed, should normally be written as Arabic numerals and not spelled
out, unless the spelled ait version is the official or formal versioa

Exampks of Ideraifien containing Arabic numbers am:

1984 (Title) NOTE: The qualifier "Miler is placed after
the names of literary/artistic weldor that
might otherwise not be recognized as
such.

1 8 1 8 Plan
4 1 4 Calendar
45 15 Plan
4 H Clint
Congress 102nd
Hawkins Stafford Act 1988

Examples of Identifiers using spelled out numbers are:

Fust Born
Fourteenth Amendment
Nineteenth Amendment
One Act Plays
One Parameter Model
One Word Sentence Completion

Second Careas
Three lfile Island
Twentieth Century
Two Stage Testing
Two Way Communication
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VOCABULARY-IDENTIFIERS

Roman numerals me gale/ally permitted only when used as the ormban Wilke
(i.e., sections) in legislation. e.g.:

Elementsy Secondary Educadon Act Title 111
Social Security Act Me XX

Some legislation, however, contains Ambk ramieraltc

Education Ccesolidation Improvement Act Chapter 1
Rehablikation Act 1973 (Sectke 504)

The official or formal version of a numerical concept is always chosen when it can
be dee:mined, even if it should vary from the above come:dams.

Calendar dates (ram, months, days) should always be expressed as numerals,
accept iu those special instances where a date (spelled ort) is the tide of a litennyilutistic
work, e.g., "Twelfth et lime ('flft)."

6. Spening and Word Form

In general, the same spelling and word form convendons used fir Descriptors
should oleo be used for Modifiers. This allows concept-type Modifiers, when appropriate,
to *Fedor*? to Descriptor nous with a Witham cl alteration. It is also beneficial to
searchers if they am rely on WC k.o be consistent in the construction of its index terms.

Tbe spelling of peeper names shoukl not be changed fix= that of the racial or
formal vasion,

Came for Cominuing Education (Australia) (Do not change "Cadre' to
*Center.")

Orpnisation far Economic Cooperation Elmo Development
(Do not change "Organisation* to Organixation.")

Computer Programmer Aplitrale Batten,
(D0 not change "Programmer' to Programai

However, Amaican (i.e., United States) English standard usage is followed
when common nouns or generics are involved, e.g.:

&wog Student Achievement
Testing com
Student Health Atialp.:m
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VOCABULARY--IDENTIFIERS

The use of foreign proper nous as Identifiers deprods an the way they normally
appear ia B8036 print. la mord. personal names am reconled as dose to their appearance
in their original league as postale. A good =Waco to ues persomal name form
problems is the Angio-Americart CoNdogoing Rides. Organisational names pro= a mcas
comely% males. Names from Imago with non-Roman Aphshess (04, COM) sre

trauskted (aot just tranditeested) into thek English ecetivalent- Names flan other
langoSes *oak' foam tbe practice of the standard thianationel mime= work in the field
ii insikteions of education. The World of Learning.

Example; of some non-English terms and how they would be handled mIdentiflCl3
are dispkyed in gym

Two general references of value arc

"Foreign Languages" of the GPO Sok Manual, and

"Foreign Languages in Type" of the Chicago Manaal of sok.

Section 2A:

Sectitm

Beth contain detailed material on typography, &critics, capitalintim punctuatket, special
characters, abbreviation, ward division, etc., of all the comma foreign languages.

S. Structure (Le., Csues-Referencen, Sentoe Notes)

Ideating= do not have the complex crass.teference structure accorded Descsieters,
i.e., NTs, BTs, RTs. However, two elements of street= exist for 'dentin= in the
Nagler Moot* List (I) Used For aoss-rdetencee. sad (2) Scope Notes. Either or
both of these elements may be added an an *as needed° basis to asty given Idattifier. The
declaim to include one ce both of these *mats is made by the lexieographer at the ERIC

Facality.

a. "Used For* Cross-Refereuas

Used For cross-references should be used either to indicate preferred name
forms or to lead hem an abbreviationiacronym to the correct full faun, e.g.:

Empire State College NY
USE State University of New York Empire State Coll

cErA
USE Comprehensive Employment and Training Act

Cross-references will not normally be made from nonpreferred direct forms
(e.g., San Juan Puerto Rico) to inferred invested forms (e.g., Poen° Rico (San
Aiwa

Used For references are limited in length to 50 characters (mcluding blanks).
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VOCABULARY mornmERs

TERM NOTE

Avant Garde "Borrowed" French term.

Blitzkrieg "Bamwed" German tam.

*Canascolendas (Television Series) Television Series.

*De Bello Civili Classical Latin text

*Diaz del Castilb (Bernal) Persat.

*Dia de los Muatos &wage holiday.

*Globus Hystericus Medical term (Latin).

*Habeas Corpus Legal tam (Latin).

*Laissez Fake 'Born:mid" FrencN term.

*La Raza Unida Party Political party. Name commonly used untranslated in
both Iruipanic and English contexts.

*Machismo "Borrowed" Spanish tens.

*Moscow State University (USSR) Foreign organization. Translated from Russian
(Cyrilhc),

*Otids Media Medical Twin (Latin).

Realites French Matanne.

*Rderaidums Legal tam (Latin).

Tae Ewen Do Martial Art. Transliterated from Japanese.

*Universidad de Edticacion a Distancia (Spain) Foreign organization. Name firm retained as is.
Country added in parentheses.

War and Peace Name of novel. Translated from Russian.

Wdtschmerz

* Existing Identifier

German temi meaning Manny "world weariness* but
borrowed by English.

FIGURE EXAMPL ES OF NON-ENGLISH TERrt4S AND dovit
THEY WOULD BE HANDLED AS IDINIIFILRS

708
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VOCABULARY-IDENTIFIERS

b. Scope Notes

Tbe Scope Note fidd plevides a home for a wile variety of explanatory
mmerial bearing on indexing disdnctions and clarifications, e.g.,

Mono
SN Indonesian Language

AAHPERD
SN Acronym for the American Alliance for Health, Physical
Edtration, Recreadon and Dance

Rumia
SN Before 1917 and after 1991, an independent state--,see "USSR
(Russia)" for the 1917-1991 time frame

In general, Identifier Scope Notes are not used simply to define a term, as
is done frequently in the Thesamnu. It is not ERIC's intentiot to provide
defmitions for the many thoustuxls of relatively obscure Identifiers.

9. Capitaboation

Initial capital letteo Ste USW fix all multi-word Idemifiers, elooPt for PrePosidous,
articles, and conjtmctions. Exception occur in those kfrequent cases where the
prepositionfluticleicoljunction is the fiat word of the Identifier, or where it is used in a
litamyfartistic tide.

NORMAL USAGE: Departmat of Education
LEADING PREPOSMON: Off Campo Activities
TIME: GraduaW (The)

Fanher examPles of usual and eloePtional uPPerilower case situations for both
Descriptors and Identifiers can be found in Figure VIII-2-6. CThis figure also appears in
Section 7: "Indexing" in the discussicm entitled "Capitalizatice of Index Terms.")

10. Word Order

Each Identifier category specifies its own word order conventions. if no guidelines
or examples can be found pertinent to a proposed new Identifia, ndural word order should
be followed.
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DESCRIPTORS

Ar

IDIMITFIERS

ARTICLES/
CONJUNCTIONS/
PREPOSITIONS

USUAL USAGE
(LC)

(Exam. le)

EXCEPTION
(UCI)

(Example)

USUAL USAGE
(I-C)

(Example)

EXCEPTION
MC)

(Example)

A Passaccoadasy

Rdiessiso as *
PIN el Study

None

4

Visit to a Sae Planet A Bruer Ounce kr

AN None Noae To en Athlete

Dfill Yaw*

AND Food sad Dag
Inspootars

Nate Chase and
Punishment

And Search* Mind*

AS Paws as Twill= Noss Maryland Self Oxus*
m a Lamer Scsk

As You Like It

BY Mansgemos by
Ohjectives

Nome ABC (Awned) by
(oacept) Method

By Lave
Plaussed*

FOR 134lieb for
Special Parses

None Fond for Adak
Education

For %%cm the
Bell Tree

IN Reduction M
Force

A

In School
Suqscasion;

In State Statham

AO,

Odder/ in the ke In Cold Blood

OF Laves of Absence Nam Sigma of the United
Saws Constinstion

Of This Time celled
Place

ON Time co Task Oa Comas Strithsag
Cla the Job Thinks

As

Soul on Ice Oa the Origin
of Sprcies

OR Prihfult or Perish
Issue

Now Tilsit or Consequence:
Administrative Unit

NM*

PER &pendia:se per
Student

Now Per Capits*

THE Sate C( the Att
Reviews

None College of die Sat

(FABINKO

Graduate (Mc)

TO Adjustment (to
Enviroasuast)

Nam Pathways to
Identity Project

To KM s Morkiesbitd

LC = Lower Case; UC zz Upper Case
Not Currently an Identifier

FIGURE V11144: CAPITALIZATION OF AR'FICLES/CONJUNCTIONS/
PREPOSITIONS IN DESCRIPTORS AND IDENTIFIERS
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VOCABULARY-IDENTIFIERS

11. Punctuation

With the exception of parentheses, no punctnadon may he used in klentifiers. (This

mstriction infers solely to punctuation within the IdentiThs itself and does not refer to the

semicolon used as a &Add delimiter between multiple kleatifiers, or to the asterisk used

to IBS losior Idendfiers.) illyphms found in Identifiers in =Ike a. OD-RCEd imams of

the database are put them by the vendor for searching purposes to "bind* Senn.)

TWOS normally having puncturakm, e.g., camas, hyphens, apostrophes,
summands, periods, exclamadon marks, quotation marla, colons, denim question marks,

etc., must be corrected to acceptaMe forms without punctuation. Examples of sudi

conversions are shown below

POTENTIAL TERM FINAL ACCEPTABLE unwrumER
WITH PUNCTUATION WITHOUT PUNCTUATION

James E. Allen, Jr.
TS. Elia
Eugene O'Neill
Bloom's Taxonomy
45-15 Plan
St. Paul Public Schools MN
Dick Be Jane Readers
If You Live in a City,

Where Do You Live?
They Shoot Horses, Don't They?
Oh, God!
*I Baud a Fly BUZZ When I Died*
Yatshireman: A Case Study
Board/Comnumity Relatiaiship

u. Hamm**

Allen (Junes E Jr)
Elhot (T 5)
0 Nall (Eugene)
Blooms Mummy
45 15 Plan
Saha Paul Public Schools MN
Dick and Jane Readers
If You Live in a City

Where Do You Live
They Shoot Horses Dont They
Oh Ood CM)
I Heard a Fly Buzz When I Died
Yakshimman A Case Study
Board Community Relationship

Homographs (terms with different meanings that have the same spelling) must be
differentiated by creating some diffuence in the spelling or by adding a parenthetical

qualifier, e.g.:

TERM MEANING

PLATO Computer-assisted education system
Plato Greek philosopher
Jupiter Roman god
Jupiter Planet
Jupiter Ballistic missile

DUFERENTL4TED
TERMS

KATO
Plato of Athens
iingter
Jupiter (Planet)
Jupiter Musk

Homographs gagg be differentiated by creating differences in capitalization and

spacing. The ERIC computer system, in comparing bides terms during the automatic
validation process, cravats all terms to upper case and removes blanks and special
characters (except the left parenthesis). This procedure means that tams varying only in
capitalization and/or the appearme of blank spaces are interpreted by the computer as the

same tenn.

Ione 1992
7 1

VIII-2-17 ERIC booming Mamma
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VOCABULARY IDENTMERS

D. Gnkklines Applying to Madam in Specific Categerks

limy Identifier is assigned by the ERIC Facility to one (and only one) of the twenty bmad
cab:pries listed in Figure VU141. The categuy amber is assigned to the klentifix in the time
it is eased into the Identifier Authority List (IAL.). Identifur anegorin axve the same ptupose
for Identifias that Dactiptor wows do for Descriptors, i.e., browsing and easy scanning of int
numbers of tams the may be of intaest within a given area.

Individiml listings et Identifies by category are published at the same time as complete
alphabetical cumulations me published. Certain older categories (01 for *Acronyms* and 06 for
*Foreign Words and Phrases") have been discoitimmt thaefore, the alb, naive categmy numbers
are 02-05, 07-22.

While the mles discussed xq to this point apply generally to all Identifiers, the guidelines
that follow are grouped by categey and apply only to tams in that specific category.

1. Conferences/Meetings (Cigegory 02)

This category brings together the formal names of gatherings held either regulady
or on a one-time basis. It is not to be =fined with emanational names containing the
wad "Institute or *Conference.*

Identifiers for confaencelmeeting names are genaally appopriate only when the
meeting is the subject of the docinnent. They are not normally appmpriate as simply a way
to tag all of the papas or proceedings from a partkular meeting. The Descriptive Note field
is the rope field to identify the meeting at which a paper was given. A mating may be
the subject of a document when, fee example, the docurnent is analyzing the results of a
meeting, the need for a meeting, the ramifications of resolutions passed, the impact of a
meeting, or the design et a meeting. However, as was noted in Section VIII-2-C.13,
"Special Indexing Arrangenents, on occasion Identifies are used to *gather" for
identification purposa all et the papas et a specific ccmference.

Natural word order is followed, without artificial inversions, e.g.:

ASHE Mmual Meeting
Brooltings Conference on Vocational Education
Claremont Reading Conference
White House Conference Lfisny Info &mica

Since conference manes am often long and may exceed the 50-character limit,
abbreviation is frequently requited. Using an acronym for the organization involved is an
acceptable teclmique, e.g.:

Conference: National Council of Teachers of English Seminar on Research in English
Education (80 chatacters)

Use NCTE Seminar on Reward in English Education (45 cimmcters)

Conferences that occur regularly under the same name, with only the date differing,
should be entered under the standard name withoit date. Material for specific years can be
retrieved by coadinating Identifier with Publication Date.
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VOCABULAWY-MENTIFIERS

Since the geographic location of a conference is amity incidental and
ineonseqaential, confess= name Identifi ers should almost never use forms so* as "New
York Conference Vonfesence at Idaho Falls," etc.

Names should ahvays be as complete as possible, especially as b the topic of the
tlatbegin&

Use: Rutgers Coderence on School Lunch Programs

Do Not Use: Rutgers Confirm=

2. Curriculum Areas (Category 03)

This category contains names of courses, linings in catalogs, teaching sequences,
sp:cifie crwricula, and other CinTiGUIUM-rdated WM, C.g.:

Biological Sciences Curriculum Study
Business Law
Chicano Studies
Man A Course of Study

Curriculum series we frequently the end faith of a project or moan and may be
referred to by the project/program name as well as by the curriculum name. In such
situations, one name should be selected as the primed form, e.g.:

Preferred Mangier: Benner Engelmann Coriculum

Non-Preferred Spun:pus: Bather Engelmann Method
Badter Endorsor Preschool Program
Benitez Engelmann Program
Baeiter Engelman Language Training Program

3. Equipment (Category 04)

This category contains the prunes of specific equipment, computer hardware.
software, programing languages, materials, classroom aids/tools, etc. Examples am:

Abacuses IBM Personal Computer
Answering Machines Lockers
B A S I C P r o p : m i n g L a n g u a g e L o t u s 1 2 3

Binoculars PASCAL Programing Language

Kinds of equipment should be entered in the plural form, e.g., "Thermostats.

Programing languages should not be entered under the acronym alone, bur should
have the plum "Programing Language" appended, e.g.:

BASIC Programing Language
PASCAL Programing Language
PL. I Proraming Language
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VOCABULARY-IDENTIFIERS

4. Facilities (Cistern OS)

This category includes types of physical facilkies or organizations. It excludes the

names of specific organizations. Examples me

Roads of Cooperative Educational Savices
Chambas of Com=
ERIC Clemingbouses
hio Menai Schools
Statham
Tactile Industry

Faci Wes Identifiers generally should be constructed in the glued form (as above).
Canoeists from a nao-U.S. context that might be miss:matted should have an appropriate

qualifier added,

Farmer Trebling Causes (Kenya)
Separate Schools (Canada)

5. Geographic Locadons (Category 07)

This category mains the names of continents, countries, provincal, states,
taritorics, regAous, counties, citkrt, parts, and all types of physical formations (e.g., rivers,

mountains, deserts, valleys, deltas, islands, peninsulas, etc.). Examples are eoplained in
Figure VIU-24.

a. Format

Names of the fifty (50) U.S. states and the twelve (12) Cansban
provincaltarkories are entered directly. Names or commandos, cities, and
counties in the U.S. and Canada are not entered directly; instead, these smaller
pofidcal subdivisions are entered as paraithetical qualifiers to the name of the
particular state or province hi which each resides.

All Identifiers for commies other than the U.S. and Canada are entered with
the name of a country followed by geographic subdivisions in parentheses, as
appropriate. These procedures are followed in orda to provide easy access to both
generic and specific geographic levels (e.g., all Alabama localities will appear under
the state name "Alabama," as fir example "Alabama (Jefferson County)," "Alabama
(Mobile)." etc.).

For purpose; of this guideline. the *District of Cohimbite aid the U.S.
"Possessions" (i.e.. 'American Samoa,* "Guam,* "Northern Mariana Islands,"
"Puerto Rico," and 'Virgin Islands") are considered on the same level as states.
Also, divisions of the United Kingdom (i.e., "England,* "Nathan Ireland,"
*Scotland." and "Wales") are considered on the same level as countries. "Preferred*
country names are included in the relatively complete list that immediately follows

this discussion.
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VOCABULARY-IDENTIFIERS

The names "United States: 'Canada; and "United Kingdom* me normally
used without wanner& lbwever these and all other place names may be qualifbad

by common drectional acatakans 'west; "sordheast," "north mind;
"midsvesr), which would be ambiguous if leit stantling slam Typical entries of

this type would be: "Canada (Northwest)," "Europe (East)' "Mezico (North
Central); Official names such as 'North Carolina* and *Noithwest Tiadtories," sad

meaningful concepts such as 'Middle East; are, of come, not considaal
directional notations.

Excluding the country Amalie, continents may only be sddivided by
directional notations or by large nonpolitical mem, e.g., "Africa (Sub Sahara),"
"Africa (Tropical): *Asia (Central); 'Asia (West); Tame (East Centra)."

Africa (East)
Alabama
Alberta (Calgary)
Antarctica
Appalachia
Asia (Southeast)
Atlantis
Australia (Mebane)
Bakic States
California (I.os Angeles)
District of ColumNa
Easter Island
England (Loudon)
&awe
Everglades
Florida (Hollywood)
Ganges River
Germary
Gondwanaland
Great Plains
Greenland
Guam (Agana)
Hong Kong

gY (WHY)
lake Michigan
Islaryland avlontgomery County)
MassacInneirs (Cambridge)
Massachusetts (Springfield)
Mississippi Delta

Missouri (Saint Louis)
Mount Whkney
New Yost (Harlem)
New York (Manhattan)
New York (New York)
New York (Niagara Falb)
Niagara Falls
Nile River
Northam Mariana lsbnds
Omario (Onawa)
Pacific Ocean

Queb:c (Quebec)
Russia (Moscow)
Sahara Desat
Scandinavia
Sibaia
South America
South Kama (Seoul)
Sweden (Stockholm)
Texas (Paris)
Timor
United States (South)
Wales
Washington (Seattle)
%consist (Eau Clake County)
Yakima Valley
Yosemik National Park
Yugoslavia (Sabia)

FIGURE V11144 : EXAMPLES OF HOW GEOGRAPHIC LOCATIONS
ARE ENTERED AS IDENTIMERS
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VOCABULARY-IDENTIFIERS

Names of overseas entrees and natmal geographic features ad regions
are enteted directly and not as quadifxrs to a larger eat*, e.g.,

PREFERRED FORM

Easter Island
Everglades
Siberia

DO NOT UM

Chile Master Wand)
Fkxkla (Everglades)
Russia (Siberia)

Existence of a gem** location and its proper spelling should he voified
in standwd unabrklged geogiaphic &dowries ix gazetteers, e.g., Webster s New
Geographical Dictionary. Lippincott s Gazetteer.

b. Subject versus Geographic Some

Pl_egLgassugh1-0111-311h-segunikrEam GeograPhic
Modifiers arc hooded to reflect the subject matter of a document, i.e., the area
studied, the area tons which the data were pthered, etc., and are not intended io
reflect the Woks of sm institution doing the work, the location of an institution to
which an author is affiliated, or the location of a publisher.

RIE carries a sepmute field to stelae* identify the 'Geographic Source
of a document. Although CUE journal article records do not cwry this same field,
the use of Identifias to indicate geopaphic source shooki ba strictly avoided, as
such a practice is misleacfing and detrimental to subject retrieval.

C. Homographs

Caw should be talon in intespreting geographic locations cited in the text
of &laments. For example, twenty-four (24) states have a leffelson County%
eighteen (18) states have a "Springfield" town/city/village. Make certain that the
name being used is correctly identified as 0, state, province, etc., and that it is not

confused with a similar name from another location.

d. Inditutions and Geogrsphk Identifiers

Do not confuse institutions and geographic Identifiers. For example, if the
subject of a document is the policies of die Chicago Public Schools, assign the
swat organizational klentifier *Chimp Public Schools IV and not the more
general geographic Identifier Illbois (Meage).* If the document perhaps also
includes the suNect of the impact of these policies on the citizens ci Chicago, then
the Identifier Illinois (Chicago)* would also he appropriate.
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VOCABULARYIDENTIFIERS

e. Gauntry Names

Always also use the minor Descriptor FCREMN COUNTRIES when
indexing *reign country names as subject& Cormir), names may be =dor or
minor, followed * city or other geopolltk& sixlivision, if appropriate, in
parentheses.

Be precise and specific in assigning country Tana= For exam*, do
not use mew Britain" unless the sidled is truly the United Kingdom excluding
Northern Island. %she should be used as a comity name for the period before
1917 and after 1991; for the period in-between, the prefened term is
*US* Mossier

Do not automatically 'Index up to the bread levels *United State
*Canada: and *United Kingdom.* A doonnent should be indexed by more than
one level of geographic Identifier sax if it genuinely deals with dual or multiple

*United States* should be used sparingly, usually for various mional
subdivisions, e.g., UM= STATES (SOUTH), or for overall comparison with
other countries. Otherwise, it is implied by its absence.

Do not use AFRICA (contkient) in !kir of mote specific African countries.

f. Preferred Country Names

The four lists that follow displw

(1) the U.S. *possessions*:

(2) the provinces and territories of Canada;

(3) the divisions or states of the United Kingdom;

(4) preferred name kerns for most of the world's existing candies.

The fourth list contains a nnall number et cross-references. "Uses
references have been made from some commit Ld neverthekss non-preferred
forms to the preferred fauns, e.g., *Britain, Use Great Britain.* The recipro:al
of a Use ream= is a "Used For (UF) reference. *See* references have been
made from Myr name forms to current name forms. These older names, which
are sometimes appropriate for the indexing of older or historical documents, are
preceded by an asterisk (*). The reciprecal of the See reference is a
*Seen From* (SF) reference.
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VOCABULARYIDENTIFIERS

List 1: mogsmeacisessil' yt.
(quindependent states am
italicized and also appear in List 4)

Amaican Samoa
Federated State: a pdiavaesia
Gums
Manhall Wads

Northern Mariana islands
Palos
Puerto Rico
Virgin Islands

List 2: fanadjuitgrinsgualL_' ribidsirer

Alberta
BrkW2 Columbia
Manitoba
New Brunswick
Newfoundland
Mailmen Unita:ties

Nova Scotia
Ontario
Prime Edward island
Quebec
Saskatchewan
Yukon Tenitory

List 3: United Kingdom Divisi9ns or States

England
North= heland
Scotland
Wales
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VOCABULARYIDENTIFIERS

AU American Indian gmups may be bather subdivided. In such cases, tbe
specific sulignaup should be qualified by the name of the larger mop, e.g.,

Lima (Pueblo)

Certain broad American Indian grow names that me neither trile, band, ncr
nation, mange from the ifiscilAine of anthropokigy and can be qualified as such to
indicate to non-specialists that the tams are well-defined and authoritative, e.g.,

Plains Indians (Anthropolee

RE amsistency thmughout tin system, the following indexing conventions
should Se observed when indexing Mnaican Indian groups

those residing in the 48
contiguous United States

those residing in Alaska

. those residing in Canada

those residing in Western
Hemisphae, south of the
Rio Grande

Descriptor:
Identifier:

Descriptor:

Identifier:

Descriptor

klentifier:

Descriptor:
Identifier:

Americas Indians
Taal Name;
State (if appropriate)

Amerian Indians;
Alaska Natives
Taal Name

Amite= Indiims;
Canada Natives
Taal Name;
Province (if appropriate)

American Indians
Taal Name;
Country (if appropriate)

e. Miscellaneous

Persons residing in the United States who are commonly referred
to in the literature as "Amaicans" should be indexed by the Identifier

Americans (United States)
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VOCABULARY-IDENTIFIERS

8. Groups (Other) (Categrwy 10)

This category gathers together population groups which share one or more
characteristics, excluding ethnic or occupational chancteristics. Examples are:

Consumers
English Mikiors
Ncedegree Students
Tenants

All tarn forms me plural.

Papubtion mope whose unifying characteristic is a phibsophy m religion should nct
be created as a group name, but should be indexed under the name of the philosophy or
religion and assigned to Identifier Category 16, e.g.:

Atheism
Christian Science
Idealism

Atheists
Christian Scientists
Idealists

9. Healthaelated (Includhig Psychology) (Category 11)

This category cooties the names of diseases, sicknesses, and disorders. In addition,
it contains terms related to medicine, physiology, nutrition, and drugs. Psychdogy and mental
health are included. ibwever, health-related equipment is assigned to Category 4--Equipment.
Examples arc

Approach Avoidance Cceflict
Aspirki
Chromosomes
Electranyography
Hemoglobin
Noonan Syndrcane
Self Examinations (Physical)

Many medical concepts have both an English and a Latin name. Selection of the
appropriate name in these instances should depend on usage by the medical profettion.
A faimary reference for determining this usage is the Natimial Library of Medicine's Medico:
Subject HeadingsAnnotated (MeSH). MeSH should also be considered the authority for
resolving any spelling variances.
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VOCABULARY-IDENTIFIERS

Psychological tams are heavily retwesented in this category. The primary reference that
should be consulted to determine usage, &mat, and spelling is the American Psychological
Association's Thearwris f Psyciwiogiral Index Tenn:. Tams in the field cf psychology me

pone SO bats homographs and as a malt must often be qualified in order to distinguish them

ProPedY

Examples are:

Ortallixation (I`sycholov)
Pallemin (141saminfZ6
Retroacdon (Psycholoey)
Specimen Ramis (Behavior)
Vital Signs (Physiology)

Parenthetical qualifiers/modifiers shoukl be in the same format as in the ERIC

Thesaurus.

NOT& Some okkr qualifielmodifier formats still exist in the Identifier fik and
am gradvalb, being =vestal.

Many of the IdeMifiers in this cmegesy eventually become Desuiptors. For this reason,
indexas eastern*** the establishment of a new heakh-related Identifier should always take
particular care to check the ERIC Themsrar first. The Descriptor Group family "Physical and
Meted Ctmditions* (groups 210, 220, 230, and 240) is one good means of conducting such

a review.

10. Historical/Special grads (Category 12)

This category contains the names of special days, movements, historical periods, and
periodic events usually having a state, national, natural, or historical significance. Examples
are:

Black Irstory Month
Gulf War
Jacksonian Era
National Library Week
Wineteenth Century

Names of events that could be homographs should have geographic location, date, or
other cpalifier added, e.g.:

Cultual Revohaion (China)
Depression (Economic 1929)
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VOCABULARY-IDENTWIERS

e. Proposed Federal Legis lades

MIMS of proposed laws frequently change and should not be awed as
idendfiets; Popmed legislmien sometimes tabs years to be passed, if I passes at all.
and the name et the legisimion will nonnaily have gime through amen= changes.
It is, 'bertha, beer to um the Identifier, "Reposed Logatkin," aka* with
appopdate generic Descriptors ar Identifiers. The specific name of the proposed
legislmion typically appears in the Tide and/or Abstract field, in any me.

Proposed Federal legisbtion may only occasionally be entered is the IAL, and
then only h3 the fans of a House or Senate Bill number. A House Bill is mtceded by

R," a Senate Bill by *V Since Congressional Bill =tubas begin again with each
new Congress (IA, every two years), it is essential to follow dm Bill number by the
number and session of the Congress in order to identify it uniquely, e.g.:

S 6 (93d Coq 1st Seas)

Because of the relatively brief life spans' of such coact:Iles, they ate usually avcided

an Identifiers- JL
ma in

gaglarrAgghgett

f. State and Foreign Legislation

State legislation (or the legislation of a Canadian province) should be entered
under its name followed by die name of the state (or province) in parentheses, e.g.:

Public Employment Rdsions Act (Micbiean)

State legislation may be subdivided into tides, chapters, etc- As with Fedend
legislation, the most =manly used form is chosen as the preferred Identifier, with
cross-references from non-preferred fauns added to the 1AL as needed.

Legislation of countnes other than the United States should be ettered in the
same mmuier, e.g.:

Education Act 1968 (Kenya)
Endowed Schools Act 1869 (England)

In a few insances, the name of the state, province, ce country Precedes the
legislative citation in the IAL. This occurs when the legislation's nmne could not be
specifically verified or when die citation is a collection of codes for die area.
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VOCABULARYIDENTIFIERS

The creation and use of organizational names as Mantillas is govesned by the following

general rules:

If an apnization is the subject el a document, it is persist:Bile to enter die
organizadon's name as an Identifier. Examples of types of doctunents in which
this would be true are:

Document A: Policies of the Miami School Board

Document B: Listings ci projects funded by dm Office of Educmional
Resealch and bnprovemait

If an arganization is the prepay, source, sponscr, or funding agent, but pa the
subject of the domment, then it is si pesmissilib to enta the orpnization's
name as an Windier. The Institution and Sponsorim Agency fields exist to
capture tbe names of organizations having these other relationships.

If an cwganizadon is involved kik as the subject and the source of the
document, then use of both the Idendrier and Institution (or Spcmsoring Agency)
fields is ',omissible. An example is the dominant. TV National Institute of
EducationIts First Five Years, wrinen thoin NIE and funded or published by
NIE.

a. Geographic Designators

Differan organizations in different locations may have the same basic name.
For example, that are over ten *Jefferson County School Districts,* mer five *Saint
Mays Colleges," etc. If time names were entered without geographic deapadon,
they could not be distinguished funs each other and retrieval would suffer. For this
reason, all United States and Candi= organizations making a geographic designator
must have the state or Fovince postal style code appended, except for ninional
Canadian cepnizations, which would have the modifier 'Canada* appended (in
pmentheses). Organizations of other countries =pairing a geographic designator must
have the country name wended (in parentheses). Organization Identifias with no
specific geographic referents am assumed to refer to U.S. organizations.

Catain kinds of organizations, however, do not require geographic designations.
The sections that follow distinguish those that do not require location information and
those that do.



VOCABULARY-IDENTDIERS

(1) Organizations NOT Requiring Geographic Desipator

Any organbation that has the name re a state or country as patt of its
name need not have that informed= repeated as part of tie Mollifier. Large
come:dal firms or not-favor& organizations having amid* outlets ar
locations, agencks of the U.S. Government, and national U.S. trofessional
associations also do not require a geographic designator. Examples:

American Association of Retired Persons
Coast Oward
Congos 102nd
Department of Educaticm
Dow Chemical Company
Eastern Arizona College
Episcopal Church
Ronda Stoe Library
Ford Foundation
IBM Corporation
Natioral Connell of Teachers of English
*New Yogic City Board of Educaticer
*Milton* Oty University
Senate Subcommittee on Education
University of Maryland College Park

*NOTE: Organization with city names that include the name of the state in
which they're located, also need not carry a further geoglaphic
designator.

739



VOCABULARY IDENTIFIERS

(2) Orptdzatitest Requiring Geographk Designator

In each of the exam*Ie in Figure a geographic designator is
added either in order to MU:gentian the name from odors like it or because the
location adds an important dimension to the name that could bear on retrievaL

CAMPS Camp Cuyamaca CA

Center far Philosophic Exchange NY
East West Causer HI

DAY CARE CENTERS Casper Day Care Caner WY

FOREIGN ORGANIZATIONS Medal Education Centre Maglaad)
Education Corps gran)
Federal Pediment (Yugoslavia)

HOSPITALS Boston Chaldrens Hospiud MA

LIBRARIES Butte County Public Library CA
East Saint Louis Public Lairrary IL

MILITARY FACII1TIES Davis Monthaa Air %roe Base AZ

MUSEUMS Baltimore Museum of Art MD

.(PERS Chicago Daily News IL
Dayton Journal Herald OH

RADIO AND TV STATIONS Dover Educational Television Or (Great Britain)
Station WNYC NY
Station wmir IL

RESERVATIONS Carioncito Navajo Reservation NM
Flathead Indian Reservation bcr

SCHOOL DISTRICTS Abernathy Independent School District TX
Clark County School District NV

SCHOOLSICOLLEGES/UNWERSITIES Abraham Baldwin Agricultural College GA
Academy of Pedagogical Sciences (USSR)
American University DC
Brook University ON
Deaoby School of Barcelona (Spain)
Dublin College of Speech Tbaspy (Ireland)
Univasity of Ecranburgh (Scotland)

ZOOS Bronx Zoo NY

FIGURE VIll.2P Orpnizational Identifiers Requiring Geographic Designation

740
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VOCABULARY-IDENTIFIERS

The postal style codes for the United States and Canada me displayed
in Figure VIII4-10.

firgaa.lign
Canadian organizathms were originally treated just as those from other foreign
countries, with the nuidifier 'Canada' added in pmenthess. However, all new
libelers should now use the word* Canadian codes shown in
Figure VIII4-10. Of come, Mimed Canadian organizations still requhe the
parenthetkal qualiforr *Canada,* to distinguish them from national U.S.
organizations.

b. Associations and Societies

Educational, social, professional, cultural, or ccnnmunity associations and
sociedes should be entaed as completely and accurately as possible within the
50-characser limitation. Indexess should follow tlw truncation rules set fonh in the
general guidelines et this sectkm.

No association Identifier should be created without 22±figg wording, exisamice,
and spelling. One useful verification sou= is the Encyclopecia ce Associations. A
document may refer to the American Associatkin of Schools of DeMistry, the American
Assockaion for Dental Schools, or the Association of Amerkan Dental Schools when,
in fact, the correct organization name is the American Association et Dental Schools.
Indexers have the responsibility of verifying all association names before using than
as Identifiers.

All rules for geographic clesignatom, including the use of U.S. and Canadian
postal codes, apply to the creation of association Identifiers. Examplec

Audio Visual Education Association of California

Future Farmers of America
NOM, National Associatice

Future Fanners of America IL
NOTE: Illinois State Chapter

Southeast Council for Exceptional Children IL
NOM: Requires postal cod *southeast,* although a geographic

referent, is ambiguous by itself.

c. Government Agencies

United States Federal govanment agencies are altered without the words
*United States* preceding the Department, Agency, Bureau, Branch, Office, etc.
Examples a=

Congress 101st
Department of Education
House of Reptesematives
Navy
Office of Educational Research and Improvement

741
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VOCABULARY-IDENTIFIERS

Academie libmries are normally indexed by the parent insdtution and not
wend sop:mutely.

The Directory of Postsecondary Agitations (Volume 1: 4-Year aid 2-Year;
Volume t Less-Than-2-Year) prothiced immunity by the National Coder for Education
Statistics (NCES) is used as the smiths* for the names of U.S. postsecondary
educed= institutions. Other directories frequently employ variabk formats for
puposesof =moment, indexing, etc., and, because of this, shodd not be used for
purposes of Modifier verification. The NCES directory specifkally mats name
changes, mergen, etc.

The World of Learning should be used as the authority for the names of higher
education institutions outside of the United States.

All higher whication botitution names should be verified using the above
authorities. Occasionally, in the past, indexers have inadvertently entered fictitious
institution MIN as Identifien, not iodizing that such names were 'invented" by
authors for the purpose ci theoretical studio.

e. K-I2 Educatkmal Institutions

School district names me usually the lowest subdivisions necemaq fix rodeval

of K-12 institigions. iiklakalitifilealiggIBMILIChalalaldLEIBM116:41
The wed&

school names may be Mend in the Abimact (or Annoegion) if an indexer wishes to
refer to it. With many indivithial public schools In the United States named after
George Washington, Martin Luther King, Jr., Thomas Jefferson, etc., it is unlikely that
a user would seen* using a seed& school's name.

- bi_e_ti

Various name forms exist for local public school systems, and these differ
widely from state to state. Also, local systems are frequendy inconsisteM in bow they
refer ea themselves (e.g., dominoes frees the school system in New York City may
carry *New York City Public Schools* on the cover and *New York City Board of
Ediration* on the tide page). Patterson' s American Education (two volumes covering
elementary and secondary schools along with hospitals, colleges, metrical schools, etc.)
is used to determine an *official* name. The Directory of Public Elementary and
Secondary Education Agencies (issued annually by the National Center for Educatke
Statistics) is also helpful in locating school districts when the municipal location is
unlmown.

Usually one Identifier is sufficient to reecesent the subject of a particuls local
school system. The admitted distinctions among the board of education, unified school
district, public school system. etc., for one locality are generally not sufficient to justify
creating separate Identifiers for each entity. Example:

744
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VOCABULARY-IDENTIFIERS

Philadelphia Schad District PA Philadelphia City Schools
Philadelphia Public Schwas
Philadelphia PuNic School System
Philadelphia Board of Education

Documents dealing with various subjects pertaining to a given public school
system (e.g., stuck:Ns, packs, etc.) should not be indexed by the geograplic Modifier
mien they also deal with the community at large. Examples:

Topic Integration policies of Boston Public School District

Usc Boston Palk Schools MA

Do Not Use: Massachusetts (Boston)

Topic Housing Pattenrs and school integration policies in
Boston

Usc Boston Public Schools MA
jpg Massachaseus (Boston)

16. Personal Names (Category 18)

Thzi category contains the names of actusl (not fictional) individuals used as the
subjects 4 documents. Fictkinal charactas, for which there are few Identifiers, are assigned
to Category 16-hfucellaneous. Methods and theories named after a person are assigned to
Catem 15-MetbodarTheories. Examples:

Adams (Abigail)

Agate (Saint)
Akott (Louisa May)
Baran (L Frank)
Bloom (Benjamin S)
Byron (Lord George Gordon)
Catherine of Siena (Saint)
Champlain (Samuel de)
Chaplin (Charlie)
Chomakr (Noam)
aarendon (Edward Hyde 1st Earl of)
Currunings (E E)
De Gaulle (Charles A)

745

Drake (Sir Francis)
Edward VII
Euclid
Goethe (Johann Wolfgang von)
John Paul ll (Pope)
King (Martin Luther Jr)
Loyola (San Ignacio de)
Mao Zedong
Newman (Cardinal John Henry)
0 Neill (Eugene)
Pinot (Jean)
Plutarch
Shakespeare (William)
Skinner 03 F)
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VOCABULARY-IDENTIFIERS

"Survey- mom me included in this category, but "survey" instruments me amigned
to Category 21Ustsireating. Example&

Category 19: Teacher Followup Survey (NCES)
Category 21: Parenting Styk Surrey

a. Aermlyins

The general guideline is to avoid slam= as Identifiers wherever possi,ble.
lbwever, in those cases where projects are most commonly known by their acronyms,
e.g., Project SPAM, such names maybe used The 1AL aoss-reference capabliky can
be used to lead from spelled-out version to acronymic vasion (and vice vasa), if
appropriate. Whenever a project has both a wiled-ad name and an acronym name,
kilt should appear in tlw Abstract regardless et which one is selected as the Identifier.

b. Homographs

Projec*rogram names provide many opportuniths for homographs.
Capitalization and spacing are sometisms the only clues that a project/program listed
in the 1AL may not be the same as the one dealt with in the rbacument being indexed.
Examples:

Project Out Reach
Projea Outreach
Project OUTREACH

If a project/progmm mentioned in a gives document is different in spacing or
case from a project/program mune in the 1AL, it is &aprons to simply assume that
they me the mme. The indexer should either verify the identity of the name in the 1AL
by checking the Scope Note or examking the earlier accessions (postings), and, if
different, should create a new Identifier that matches the new format food ht the
document, but also diffas from the earlier Identifier by something other than spacing
Of Cast.

WI= comparing terms to see whether they are duplicabd, the ERIC compMer
system first compresses the tam by removing blanks and special characters and dem
converts all characters to upper cast. For this reason, tams cannot be differentiated
solely on the basis of spacing or case. In mder to differentiate homographs, it is
necessary to add characters. Two acceptable methods am:

Adding a subject qualifier, e.g., "Project EUREKA (Electrician
Trainingr

Adding a geographic/postal designator, e.g., "Pmject EUREKA MN"

c. Overlap with Curriculum Category

Projectfprogram names frequently overlap with Identifiers in Category 3
Curriculum Areas. Indexers should take care to avoid duplication between these two
categcsies.

7 4
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18. Selene* and Technology (Catepry

This maim contains tams pc:tubing to the physkal and eanh sciences. It excludes
the healthtmedical sciences (Category 11) ard general curriculum areas covering the
physical/earth sciences (Category 3). It includes mathematical concepts and teclumlogical
applkations of scientific knowledge. Ening=

Algae Evaporatbn
Aquaculuse Factoring (Mathematics)
Bioluels Roods
Biological Control Queasy
Black Holes Radioactivity
Cineflumography Reptiles
Coal Gasification Silver NOW
Constellatbas Triangles
Copper automate Venn Diagrams
Diamonds Wind Erosion
Dry Ice Zap Population Growth

ERIC is not pimarity a science and technology database and, therefore, in creating new
Identifiers for this asegoty, excessive specificity should be avoided, e.g.:

Monkeys Rhesus Mankeys
Squirrel Monkeys

Tams in this categoq should be formatted similarly to Descriptors in the *Science and
Technology" Descriptor Group. The principal lexicographic authority for use with this caftgory
of Identifiers is the SPINES Thesaurus, 19138 edition (UNESCO).

19. Teststrestbg (Category 21)

This category contains the names of specific tests. general test batteries, statistical
terms related to testing, and various concepts :elated to inventories, searches, samples, arvey
instalments, massurement, and evaluation. Exampkic

ACT Assessment
Bender Gestalt Test
College and Univenity Envirorunental Scales
Edwards Persrmal Preference Schedule
Genaal Aptkude Test Battery
Iowa Tests of Basic Skills
Itfmnesota Mtaltiphasic Personality Inventory
Raven Progressive Matrices
School and College Ability Tests
Stanford Achievement Tests
Watson Glaser Critical Thinking Apcsaisal

(48
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VOCABULARY-IDENTIFIERS

Resossces in Education
Roots (Haley)
Young Abe Lincoln

Reports or studies somedmes become best &mown by the name of the chairperson or
chief invesdgmor. If a report becomes regularly cited in this way, and not by its bind or
official name, the preferred Identifier should be the name in common usage, e.gz

Coleman Report Equality of lithicational
Opporumity Report

An IAL moM-referenCe from the official name to the commonly cited name is appropriate in
such instances.

Tales that are potential homognwhs should have a qualifier added as apprnpriate, e.g.:

1984 (Title)
canascolendas (Tekvision Series)
Dead Birds aide)
Science (Journal)

Common tides that have been used by more than one author should be differentiated
by adding the author's name as a qualifier, e.g.:

Homecoming (Hamner)
Homecoming (Pinter)
Homecoming (Sanchez)
Homecoming (Snow)

Books in Print and the Cunadative Book Index, among others, can be used as authorities
to verify the titles of commercially available books.
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INDEX

Abbreviations.
V111-2-8, VW-2-9, VM-2-10

Aclooyins, V1114-6, V111-2-7
-Idendfiers, V111,2-53

American Indians (Identifiess), V111-2-31

American Psycbalogicel Association (APA), V111-2-35
Argio-Aneriont Cosalairaing Reties, V1114-13
Articles,

-In Identifiers, VIU-2-16
Association.

-Identifies. V111-2-47

Wank Sputa,
-In kientititas, V111-2-17, VIII-2-14

Canadian Proviaces/Tenhasies, V111-2-26

Candidata Desaiptant, V111-24
Capiadisstion.

-Identifias, V01-2-15, VM-246
(otolog * Federal Domestic Assiettoece (CFDA), V1U-2-42
Categories,

-Identifiess, VE1-2-20
Mayo Meoeval *Style, VU1-2-13
Clanifiestiox wad hex 4- the World's lasegooses, VM-2-36
Coined Twaisology. V111-2-42

Caves, V111449
Coonion Wards (in Identifiers), VM-240
Cooftwocesalectings (Identifier Category), V111-2-20

Coniumetions,
Identiness, VW-2-16

Calory Nimes,
-Identifiers, V111-2-25 VIU-2-27

Coot Caws, V111-2-41
Cross References.

-..kientifsen, V111-2-13

Canicula= (Idesoifier Category), VIU-2-21
Cyttlic Alphabet, V111-2-13

Dares,
-kientifien, V111-2-11

Descripten, VM-2-5
-Candidate, VW-2-1
-InvaBd Dasaiptars, V111-2-5
-Synonyms. VM-2-5

Directory *Fostrecoodary hatitatioos. V1U-2-50
Directory *Pelle Eisoreistary & Secoadory Edscation Aseecies,

V111-2-50

Wernoltary Schools, V111-2-50
Equipment (tawnier Category), V111-2-21

ERIC Adaimitontive Bulletin (EMI). V111-2-18

ERIC Digests, VU1-2-19
Ethnic Groups (Iderstifier Category), V111.2-31

Ethoologier, VW-2-36
Pacelities (Identifier Category), V111-2-=
Federal Mogi= taws (Corapnation). V111-2-42

Ridge Cowries.
-tawdriest, V111-2-25

Foreigo legidstion, V111-2-40

GeogradsioDosisaatori.
-In Idennfiers, VW-2-44, V111-2-115. V111-2-46

Geographic LOCIlti01211 (Identifies Category). V111-2-22, V111-2-23

Govvinanit Agencies,
VII1447

GPO Soie Waal, VM-2-13
Groups (Maki (kbeatr Goegely), V111-2-31

Goers Mar) (Identifier Cdegoey), VM-2-34
Healtbitefitad (biertnier Category). V111-2-34

Histarical Events (Identifier Categoey), V111-2-35

HasloilaPhg,
-Messina% V10-2-17, V111-2-24, V111-2-53

ides*, Amthosity Liss (1AL), V111-2-1, V111-2-3

-Cleariegboose Role, V1114-4
-Recility Ma, V111-2-4

Ideatthess,
-Alineviations, V111-2-8, V111-2-9, V10-2-10
-Acronyms, V111-2-53
-Asiesion Imams, V111-2-31

-Bina Spaces. V111-2-17, VII1-2-18
-Capitalizatioa, V111-2-15
-Cesegories, V111-2-1, V111-2-2, V111-2-20

-CUE, V111-2-4
-Camay Nunes, VW4-25, V111-247
-Qom Manama, V10-243
-Wes, V111-2-11
-Defisidon, V111-2-1

VII1-2-3
-Music Groom V10-2-31
-Geognglie Designains, VIII-2-44, V111-2-45, V111-2-46
-Gamma* Agencies, V111-247
-Gasp (blerie). V111-2-31

-Gimps (Occapations), V111-2-33
-Ifeadatelated, V01-2-34
-Rietoeica1 &eats. VW-2-35
-Nonogarplis, V111-2-17. V111-2-24. V111-2-53

V111-2-24

-Inegwptaitingnistics, V111-2-36

-Lowsetegidation, V111-2-37

-Length, 11111-24
-Nos-Wish Tema, V111-2-12, V111-2-14
-Nicobar:, V111-24
--Oecopatioral Greopc, V131-2-33

-how Names, V111-241
--Panctraitioe, V111-2-17

-Roam Nameals. V10-2-11
-Save Now. 11111-2-13. V111-2-15
-Specia Evans. V10-2-35
-Spacial bola* Ansageraosts, V111-2-111, V111-2-19

-Spann& V111-2-11
-Saassowy of Siplificent RnIns. V111-2-vi

-Testairesting, V10-2-54
-Tides (Iiteany and Artinic), V111-2-55

-Trinearian, V111-2-10
-Word Poem V111-2-11, V111-242
-Word Order, V10-2-15

loandag Arringesients,
--Identifors, V10-2-18

Inasiosions.
-10gber Eclocation, V10-2-49
-1dentilien, VIE-2-24
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InotitaiassiOmeniassiesn (Ilontifiar Category), VIII-2-43
hula Colley*. VU1-2-49
Lingetsgeo/Lingoinies (Identifier Categosy) V111-2-36
Lawsfizigislarkm (Identifier Category), VIU-2-37
Legisladna,

Poway, V1B-2-40
Popdar Name, V111-2-38
Proposed, VIII-2-40
Shon Tides, VI31-2-38
Sone, VIII-2-40

v111-248
Truneation et, VIII-241
Year. V111-2-39

Idimincaa's Gazetteer, VIII-2-24
Medical Sailed Mearassa (MOM VU1-2-34
Mabods/Theories (Identifier Ostegay),
Ddiseallaneens (Identifier Categety) V111-2-43

Nimes (Pummel) (Identifier Ceskipxy). 1/111-2.51, 1/111-242
Natk' nal Assessment Edecational Negress (MEP), V10-2-19
Nadosol DIffasion Nem* (NDN), V111-2-19
Non-finglish Tema, V111-2-14
Nombees,
Identifies. V111-2-9

Occupetionl Chap Odentifor Clargety), VIII-2-33
ilianiserionsilnaitorion (Identifier Categoey), VU1-2-43
Paaersoa's dlatwakam Edicatiaa, V111-2-50

Permed Nantes (Identifier Covey), V111-2-51, V111-2-52
Pepe* Name,
Legielation, VIII-2-38

Postai Codes, VIII-2-48
Preposition,.

karati6en,
Program Effitaivaress Panel (PEP). V01-2-19
PIOVOINIRR400$ (Identifier Casegory), V1114-52
Projectifitswims (14m0fier Categoy). V01-242
Proper Names,
leaders, VIII-2-11

Public Lew Numbess, VIII-2-39
Paoseation.

-4destirrees. VIII-2-17
Rama Noma*
Identifiers, V111-2-11

Roosted Display,
Thesannts V01-2-12

Science and Technology (Identifor Category), V111-2-54
Scope Nam,
Identifiers, V01-2-13, V01-2-15

Secondary Schools, VIII-2-50
Shoot Um,
Lcgislation, V111-2-38

Idernifien
Special Events (Idemifier Category). VIII-2-35
Special Indexing Ansaseaseset,

Identifien, V111-2-19

Spelling,
Identifies; V01-2-I1

Sloe VUI-2-40
Suntroary of Significant Roies,

--Identifiers. VU1-24vi
Tachnology sad Saone (Identifier Category),
Tests/Testing (Wainer Category), V11I-2-34
Theories/Methods (identifier Category). V01-2-42
rfresaangs of Psycholasiael Index Term, V01-2-35
Iltesanno,

Rased Display, VIII-2-12

VID-2-54

Tides (Likaory and Anistic) (Idergifier Category), v1112-55
Mks,
Legislation, VW-2-38

Trunamian,
Lesightinn, V1114-41

U.S. Possessions. V1114-36
UP* sen Wed For OM Qom Wawa
Wiled Kingdom Division, V111-2-26

Univessides, V1U-2-49
Used Per (UP) Cross &farness, V111-24, V111-2-13
Weimar's New Geeseaphicat Dkticitaty, VIII-2-24
Word Pam,

Identifiers, V01-2-11. VIU-2-12
Word Order,

Idernifine, V01-2-15
World qLwaissg. V01-2-13, VIII-2-50
Yaw,
Legislation V01-2-39
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SUMMARY OF SIGNIFICANT RULES

1. Clearinghouses must have, at a minimtun, an IBM-ampatible microcomputer. XT-lxvel, equipped with a
Hayes-canpatible, 2400-baud modem, and saviced by a *privates (i.e., non-switchboard) phone line.

2. Clearinghouses must have word processing software such as WordPerfect, WordStar, or Word, and
communications software, such as Procanm, Smancom, or CrossTalk.

3. Bibliographic data for RIE, CUE, or the EDO and ADR files, must be transmitted in ASCII format,
restricted to characters in the official ERIC Character Set, and devoid of special word processing or desktop
publishing characters/commands.

4. Bibliographic data for RIE, CUE, or the EDO and ADR files should normally be transmitted online, but
may, alternatively, be transmiued on diskette, if online =mission is not possible kr any reason.

5. Bibliographic data fa RIE and CUE must be nansmitted weekly. (Each Clearinghouse has been assigned
a mutually-agreeabk transmission time 'window.")

6. All bibliographic data must be spell-checkal before transmission to the Facility.

7. The full-text of ERIC Digests must be transmitted during the same week as the corresponding Digest resume
is transmitted for ME.

S. The standard ERIC subfield delimiter is the semicolon followed by a blank. The semicolon retains its
normal punctuation function only in the Title, Availability, Note, and Abstract fields.

9. When transmitting bibliographic data to the Facility, never end a line with a hyphen, dash, or slash. The
ERIC computer system assumes a space between the end of one line and the beginning of another.

10. The Clearinghouse Accession Number (Cit.) identifies the beginning of a new record and must, therefore,
always be the first field in each record.
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A. Introduction

Documents and journal atticles acquired by the ERIC Cleatinghouses ase processed
(cataloged, indexed, abstracaxYannotated) for retrieval and use by the educational community. Pi:
Nbliographic data nothing from this processing am provided by the ERIC Clearinghouses on a
weekly basis to the ERIC Pmcessing and Refaeace Facility, which assembles it for appemance
in the printed thstract journals Resources in Education (RIE) and Current Index to Journals in
Education (CUE) and in their equivalent computerized versions.

The ERIC database is comprised of two regular bkliographk files containing records far
documents and journal articles, respectively, and a third more =au and smaller file containing
the full-text of brief highly concentrited ERIC Clearinghouse documents called Dip.=

ED File ERIC Documents announced in Resources in Education (RIE);

El File ERIC Journal Articles announced in Current Index to Journals
in Education (CUE);

EDO File ERIC Digests Onlinethe full-text records of ERIC Digests.

In addition, a fourth computerized file, the Acquisitions Data Report (ADR) is maintained
on a system-wide, but strictly internal basis, for purposes of duplicate checking. This file contains
the titles, publication dates, and pagination of documents in various stars of processing at the
Clearinghouses kw RIE. Unlike the other three files, the brief ADR records are temporary. Entries
remain on the ADR file far only a year. The ADR is a means fcc the decentralized processing
components of ERIC to determine what documents are in process throughout the system and,
thereby, to avoid duplication of effort. Most documents recorded in the ADR eventually become
full-fledged entries in the permanent ERIC database files.

This Section of the EPM covers data entry procedures for all four of the above files.

From time to time, other data in computerized fonn are requeskd from ERIC components.
These data may include reports cr infonnation needed in specific formats. SUC I as WordPerfect.
Lotus 1-2-3, etc. These requests typically emanate from Central ERIC, ACCESS ERIC, the ERIC
Facility, etc. This Manual does not cover data entry procedures or other requirements for such
ad hoc data requests.

This Section is restricted to the data entry formats, conventions, and computer activities
involved in recording and transmitting bibliographic data for the .CD, El, EDO, and ADR files.
The intellectual effort involved in creating the cootent of each of the data fields in the permanent
files is described in detail in Sections V through VIII of this Manual. Likewise, the intellectual
effort involved in creating the temporary ADR file is discussed in detail in Section II.

Before addressing the procedures and conv=i. ins used in data entiy for the various ERIC
files, the hardware (equipment) and software iequirements are briefly described.
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B. Hardware (Equipment) and Software Requirements

L Hardware (Equipment) Requirements

Since ERIC data must be prepared using a computer, a system-wide minimum

configuration stadaid for hardwam has been established in order to facilitate the
transmission of data between ERIC components, especially betweal the ERIC
Clearinghouses and the ERIC Processing and Refemnce Facility. The basic hardware and
software requirements presume that ERIC components will have either a staff member or
access to pasonnel who me knowledgable in the installation and use of the hantware and
software. It is the respostility of the Clearinghouses to have the required hardware and
software along with the personnel tiained to use it. Staff at the Facility are available to
assist Clearinghouse pasonnel in order to achieve successful file transmissimi between
the Clearinghouse and the Facility.

ERIC components are contractually required to have, at a minimum, the
following equipment

Microcomputer. IBM-compatible, XT-level minimum;

Modem, Hayes-compatible, 2400 baud;

Phone Line (*Private. i.e., non-switchboard).

a. Mkrocomputer, IBM-Compatible, XT-Level Minimum

A DOS-based IBM-compatible platform has an extensive availability at a wide

variety of prices. Because it has become the standatd for most business applications,
there is also a large and vowing supply of software and related products. Although

data will usually be transmitted via the telephone, the configuration also allows for the
exchange of data via standard diskettes (54* ar 31/2`) whenever necessity. Because of
the contractually-established minimum hardware confirration, all computer information
or instructions conveyed throughout the network are typically DOS-based.

In recognition of the fact that the hardware in place at Clearinghouse host
organizations may vary from the ERIC standaid, Clearinghouses internally may choose
to use other micmcomputers, such as Apple, or even a minicomputer, such as a Prime,
to prepare their data. However, Clearinghouses using such hardware will need to be
able to calved the data to a DOS-based ASCII (American Standard Code for

Information Interchange) format prior to transmission. The use of a non-standard
configuration to trepare bibliographic data for the ERIC database clow not escusc a
Clearinghouse from the requirement to have such a minimum configuration available.

b. ModemHayes Compatible, 2400 Baud

A modem is a device that converts the digital signals generated by the
computer's serial port to the modulated analog signals tequired for transmission over
a telephone line and, conversely, transfoims incoming analog signals to their digital
equivalents. Modems are controlled using a standardized set of instructions, the most
widely used being the 'Hayes,* named after the manufacturer whose modems have
become the indusuy standard. The speed of transmission of the data is known as the
*baud* rate. Currently, Clearinghouses should have the capability of transmitting data
at 2400 baud since the cost of transmitting is reduced when less time is spent online.

7 6 0
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c. Phone Line (Privide)

Sometimes referred to as a"dedicated" or 'private" or "data" line, a private
phone line is simply a voice phone line (as found kr private residences) that does not

So through a switching mechanism (L4.. an 9, at other code is not noshed to obtain
an outside line). Switching mechanisms can interfere with data during transmission and
may beroduce erroneous characters or may cause kass of lines of data.

2. Software Requirements

a. Word Processhag

All Clearinghouses are required to have word processing software. such as
WonlPerfect. Word, WordStar, etc.. for use in tweparing ERIC data. The software mast
have a spell-check feature which is to he used pior to the transmission el all data. In
addition, the scitware should have a feature to allow the rhea to either be prepared
directly in ASCII format, sometimes referred to as "DOS teat" or "non-docannenr
format, or be converted into ASCII fcemat from edocument forma." Clearkaghouses
waiting with something other than DOS-based software must still meet the requitement
for spell-checking and conversion of data.

h. Communications

To facilitate the transmission of data, all Clearinghouses are required ma have
communications software such as Proccrnm, Procomm Plus, Smartcom. CrossTalk, etc.

C. General Guidelines/Rules for the Preparation and Transmission of Data

All ERIC data transmitted by Clearinghouses must adhere to the following general rules:

I. Data must be transmitted in ASCII format. Data prepared in ASCII, sometimes referred to as
"non-documert" or "DOS text," are devoid of commands to a printer, bold or italics

commands, bullets, tabs, etc.

2. Data prepared on a word processor in *document" mode must be converted to ASCII in order

to remove non-ASCI1 characters.

3. Data must gart at position 1 at the left margin.

4. Underlining may not be used anywhere in the text, except as part of the field tag.

5. Line length may not exceed 80 characters including spaces. To ensure this length, margins
should not be set using the "inch" setling found in desktop word processors; instead, select a
"fixed spacing" setting. A right margin setting of 75 is recommended.

6. Single spacing is always used; do not double or triple space between lines or resumes.

7. Use a "Hard" line feed at the end of each line; that is, do not use the "wrap" or "soft return"
feature found in word processing. During computer processing, the program setuthes for the
"Hard" line feed to determine when to go to the next line. Without the proper feed, the
program will drop data that exceeds the 80 character limitation.

8. Hyphens, dashes, and slashes should not end a line.
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9. Do not use more than one space between words or after punctuation such as colons or periods.

10. Do not prepare data using proportional spacing of characters.

11. Do not justify the right margin.

12. Begin each new field on a separate line.

13. Use only Omelets listed in the ERIC Character Set (see Figure IX-1).

D. RIFICLIE Resumes

1. Definitions

a. Resume

A resume is a complete surrogge record for a document or journal article. A
complete record consists of the descriptive bibliographic data (title, pagination, author,
etc.), indexing data, and an abstract/annotation describing the item in succinct narrative
fonn. (Figures IX-2A-8 display completed RlE and CUE resumes.) All new resumes
submitted by the ERIC Clearinghouses are identified initially by the Clearinghouse
Accession Munk:. The ERIC computer system considem a resurne to consist of ail
fields following the identifying Clearinghouse Accession Number (CIL) and preceding
the next CH_.

b. Field

Within these resumes are elements of data called *fields" (e.g., title, author,
contract number, abstract, etc.). An ERIC resume may have up to 24 possible data
fields, although not all fields are keyed by the Clearinghouse nor would all felds be
appropriate for any given resume. Each field within a resume is identified by its own
unique keyword. A keyword is the *tag* which indicates the beginning of a new field.
Each keyword is entered in all capital letters followed by an underscore (a character
the text may not have). The complete set of all possible ERIC fields, their keywords,
and whether they are provkled by the ERIC Clearinghouse or the ERIC Facility. are
shown alphabetically in Figure IX-3.

Some fields are designated mandatory, the data for these fields must be present
in all RLE and/or CUE resumes. Non-mandatory fields are called 'claional" and are
used when the ckrument exhibits them. In some instances the data for the mandatory
fi,,lds are provided by the Clearinghouse and in others, by the Facility. If the field is
mandatory for only RIB or only CUE, it is so noted. The mandatory fields in the
above list are designated by bold, italicized type.

P
t)
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ALL ALPHABETICS

ALL ALPHABETICS

NUMLACS

SPECIAL CHARACTERS 110

A-Z (UPPER CASE)

a-z (LOWER CASE)

0-9

(LISTED BELOW)

AMPERSAND

APOSTROPHE

ASTERISK

BLANK SPACE

BRACKET (LEFT)

BRACKET (RIGHT)

COLON

COMMA

DASH (TWO
HYPHENS)

DOLLAR SIGN

EQUALS

EXCLAMATION POINT

GREATER THAN

LESS THAN

HYPHEN

PARENTHESIS (LEFT)

PARENTHESIS
(RIGHT)

PERCENT

PERIOD

PLUS SIGN

POUND SIGN

QUESTION MARK

QUOTATION MARK

SEMICOLON

SLASH, VIRGULE

FIGURE ILI: ERIC Character Set

6 3
Febnutry 1992 ERIC Pmcesting Manual



DATA ENTRY

Shipment of 3-6-92 contains 33 RIE resumes
CASE059687
PDAT_88
LEVEL1
TITLE_Bulletin Board Ideas.
INST_BBB06627=South Carolina State Dept. of Education, Columbia.
Office of Vocational Education.
PUBTYPE_052
GOV_State
GEO_CI.S.; South Carolina
=Teachers
DESC_*Home Economics; *Career Planning; Secondary Education;
Art Materials; *Bulletin Boards; Occupational Home
Economics; Student Motivation
ABST_This document consists of bulletin board ideas for high
school home economics classrooms. The first section contains 19
themes for bulletin boards. Each page contains the name of the
theme, needed materials and supplies, and an illustration of the
bulletin board. Themes include the following: home economics
occupations, motivational materials, units of instruction,
humorous materials, career planning ideas, and learning styles.
The second section contains one brochure and six posters on home
economics as a career. (NLA)
CH_CE059799
PDAT_91
LEVEL_1
TITLE_Rediscovering Our National Vision: Building Positive
Self-Esteem and a Strong Work Ethic.
INST_BBB26778=National Council on Vocational Education,
Washington, DC.
PUBTYPE_120
GOV_Federal
GEO_U.S.; District of Columbia
DESC_*Self Esteem; *Work Ethic; *Productivity; Job Satisfaction;
Self Motivation; Parent Child Relationship; Student School
Relationship; Employer Employee Relationship; Skill Development;
Elementary Secondary Education; Educational Objectives; Values;
Social Responsibility; *Entry Workers; *Family Influence; School
Role
ABST_The National Council on Vocational Education (NCVE)
determined what competencies are required for entry-level workers
and identified the educational requirements needed to train the
work force. A common theme emerged: the most desirable and
successful employees were those having a positive attitude toward
work--a strong work ethic. Positive self-esteem fosters a
positive work ethic. Individual levels of self-esteem fluctuate,
depending on one's familiarity, comfort, and training. NCVE's
Working Committee studied the role of parents, educators, and
employers and recommended how they might have a more positive
impact on young workers. They also examined ways that students
can help themselves. The committee recommended that parents and
educators find ways to reeluce failure among children in their
care. The family provides the base for caring and nurturing and
is the place where personal values and soc4a1 responsibility are
internalized. A comprehensive plan must L. egrate the resources
of family, school, workplace, and community to encourage the
highest skill, quality, and productivity in the workplace.
(Sections for parents, educators, students, and employers contain
summary steps to follow for attaining a strong work ethic.
Members of NCVE, the Work Ethic/Self-Esteem Committee members,
and 57 references are included.) (NLA)

FIGURE IX-2A: Completed Resumes Keyed For Online Transmission
A. RIE Resume
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Shipment of 3-6-92 contains 25 CIJE resunes
CH_CE523333
TITIA_Women's Education in India: Problems and Prospects.
AUTH_Reddy, M. C. Reddeppa
JNIA_Convergence; v24 n4 p35-41 1991
AVAIL_UMM
PUSTYPE_120
DESC_*Womens Education; Foreign Countries; *Illiteracy; *Sex
Discrimination; *Sex Role; Attitudes; *Equal Education
IDEN_*India
ABST_Problems in educating women in India include social taboos,
dependency, parents' discriminatory attitudes, low social status,
early marriage, heavy work load, lack of motivation, and family
poverty. Changes in attitudes, laws, and funding are needed to
expand opportunities. (SK)
CH_CE523336
TITLE_Education and Training for a Competitive Workforce: Overview.
AUTH_Auerbach, James A.
JNL_Looking Ahead; v13 n1-2 p2-7 Jul 1991; oneshot
PUBTYPE_070
DESC_*Labor Force Development; *On the Job Training;
Technological Advancement; *School Role; *Education Work
Relationship; College Preparation; Cultural Pluralism; *Skilled
Workers; *Productivity
REPNO_ISSN-0747-525X
NOTE_Available from National Planning Association, 1424 16th
Street, NW, Washington, DC 20036.
ABST_On-the-job training is responsible for more increases in
productivity than technological change or formal education; yet
employer investment in training remains small. Although
three-fourths of all jobs will not require a college degree,
schools continue to focus on preparing students for college.
(SK)

FIGURE IX-2B: Completed Resumes Keyed For Online Transmission
B. CUE Resume
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FIELD NAME
DATA

PROVIDED BYKEYWORI3 (rAG)

Abstract/Annotation ABST CH
Author Aunt. CH
Availability (Other than EDRS) AVAIL_ CH
Ckarkghouse Accession Natikr CH CH
Contract/Grad Number CONT_ CH

Descriptive Note NOTE CH
Descriptors DESC_ CH
EDRS Price (RIR Only) PRICE_ FAC
ERIC Accession Number (ED/EI) ACC FAC
Geographic Source (RIE Only) GEO_ CH
Governmental Status GOV_ CH
Mollifiers IDEN_ CH
Institution (Preparing Document) INST_ CH
Issue (of Abstract Jonrna4 ISS_ FAC
Journal Citation (CIJE Only) JNL_ CH
Language LANG_ CHIFAC
Level of Availability (RIE Only) LEVEL_ CH
Pagination (RIE Only) PAGE FACICH
Publication Type PUBTYPE_ CH
Publication Date PDAT CH
Report Number REPNO_ CH

Sponsoring Agency SPON_ CH

Target Audience AUD_ CH

Title TITLE_ CH

FIGURE IX-3: RIEiCLIE DATA FIELDS, KEYWORDS, AND DATA PROVIDER
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C. Subtle Id

Cenain felds may be subdivided, either into different kinds of subelements or
into multiple instances of the same type of data. For example, the Peace& Author
field may be subdivided into two personal authors, the ContracttOrant Number field
into multiple contract numbers, etc.

AUTIUndth, John D.; Johnson, Jane
CONT 400-80-1234; R1880045

The fields which may be subdivided are:

IAUD; AUTH; CONT; DESC; GEO; IDEN; INST; JNIa;
LANG; PUBTYPE; REPNO; SPON

NOTE Subfields within a field are always separated or 'delimited' by a
semicokai followed by a blank. Except in the Title, Availability, Note,
and Abstnxt fields, the semicolon is the stmdard ERIC subfield
delimiter.

2. Specific Field Formats

The fields in the discuscion that follows are listed and described in the order in which
they should generally be entered on the tesume by the Clearinghouse. (The fields that arc
added by the Facility staff, anWor automatically by the ERIC computer tur.7ani, are listed at
the end of this discussion.) The intellectual content of each of these fields is described in
detail in Sections V through VIII of the EPM. Typically, following the Clearinghouse
Accession Number (which always must come first), the fields containing descriptive
bibliographic data such as Title, Author. Journal, etc. are keyed, followed by the fields
containing indexing data (e.g. Descriptors, Ifentifiers, etc.), which are then followed by the
lengthy Abstract field. To prevent the accidental omission of a field and to facilitate proofmg
by ft Clearinghouse, all resumes should follow this general sequence.

NOTE Data is always entered immediately after the underscore; do not leave
any space between the undersea= "_" and text. Use only one
underscore.



DATA ENTRY

a. Clearinghouse Accession Number (CIO

A Clearinghouse Number consists of a two-character alphabetic prefix (each
Cleatinghouse is assigned am), followed by 6 mime& characterg it is assigned by the
Clerwinghoase, usually frtm a log, and must be whine to each document/articleiressmie
enteriog the EPIC database. Every resume ma start with a Clearinghouse Accession
Nwoher. DiuumeatnifillieLavaLeharakislialikitLisnit KO' the
number without spices as shown below:

CH_CE123456

.A1111MPIMMIMPOI:1

Of all of the fields in the resume, the Clearinghouse Accession Number is the
field that it is most important to key =redly mid to have match exactly with the
corresponding number on the dociunent/jorunal article. Any error detected carter
transmission should be immediately reported to the Facility. Ideally the Cleminghouse
Accession Numbers should be proofed after Iwying, but before transmission, against
the matching document' The most common errors nu* in this field are:

keying the leiter *0* instead of the numeric V";
keying the law "1" instead a the numeric "I*:
transposing munberg
keying from a CUE number mnge (tylically 500000) instead of the

proper RIE nose, or vice vow;
keying a hyphen instead of the underscore following the Clearinghouse

prefix.

b. Publication Date (PDAT

Key the publication date of the document in only one of the fobowing formats:

PDAT_5Sep91
PDAT_30Sep91
PDAT_Sep91
PDAT_91
PDAT_(91)

This is a mandatory field. No other variations (e.g.. Spy. Ant, Win, Sem
Sep 5 91. 91Sep, etc.) we permissible. Do not leave blanb or supply zeros far
missing information. Use only the following three-character abbreviations for the
months:

IJan Feb Mar Apr May Jun
Jul Aug Sep Oct Nov Dec

wept where specifically indicated. whenever "document" is used the staternent also pertains to journal anides.

toe
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The bracketed date is used only when the pulAication date has been supplied by
the cataloger based on indirect evidence in the document or on accompanying
documentation.

c. Level of Availability (LEVEL.)

LEVEL-1
LEVEL_2
LEVEL_3

Every document is assigned a Level number indicating its availability from
EDRS. This is a inantlasory field for NE only. Key a single digit Arabic number to
refhict this availability, as shcwn beknw

Document available from EDRS in paper copy and microfiche.
Document available from EDRS only in microfiche.
Document not available from EDRS.

The digit in the Level field should agree with the Level recorded on the
Logsheet that accompanies the doctunents when they are shipped to the Facility
(see Section IV).

d. Personal Author (Amu

Personal authors art cataloged in =cadence with the rules provided in
Section V of tic EPM. Entries for the Author field are exemplified by the five types
beim

(I) Slagle Author

AUTH_Smith, David
AUTH_Cahn-Casden, Martha
AUTH_Rodriguez, Roberta J.
AUTH_O'Donnell, T. Donald
AUTHWeiser, Kathleen MtCabe
AUTH_Johnson, Bobbie-Sue
AUTH_Masaka, L. T.
AUTH_Thompson, Matthew P., III
AUTH_Brown, Henry K., Jr.

(2) Two Authors

1

AUTH_DuBarry, Samantha T.; Adams, P. James

(3) Three or More Authors

AUTH_Franklin, Gregory B.; And Others
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(4) Editor or Editors

AUTR_Chinn, Carole Ann Robertson, Ed.
AUTH_Zane, Ben M., Ed.; Simon, J. T., Ed.

(s) Complier or Compilers

AUTH_MacDonald, Arthur, Comp.
AUTH_Horning, Jenny, Comp.; Lee, Jon, Comp.

Hyphens and apostrophes may be used as appropriate (e.g.,
O'Toole, May-Louise). Parentheses and datable quaes may not be used in the

Brackets "i r may not be used to indkate a supplied author's name.

e. Document Title fITTLE

After selecting the appropriate tide in accordance with EPM guidelines, key the
Titk (up to 500 characters) as follow=

TITLE_Careet Education for Women.

This 1 s a mandatory field. lltles must always end with a punctuaticm mark
(period, question mat. or exclamation poim). If no Title can be found and one is
fabricated by the cataloger, enclose the entry in apart brackets 11 IN:

Education for Women.]

For additional examples illustrating many variations, such as oblides, edition
aryl report statements, series titles, multi-volume titles, non-English language titles,
conference proceedings. papers, Congressional hearings, etc., see the Title discussion
in the EPM's Section V (*Cataloging").

f. Institution/Ccwporate Author (MST)

The Institution field contains the name of the organizaticm responsible for
preparing the document. Using the guidelines in the EPM and the ERIC
Source Directoryan authority list of more than 33.000 organization names, a
cataloger selects the appropriate name(s) and ks componding Source Code. The Code
is used by the computer program to generate the *mmidatice." i.e., the standard
accepted way of recording the organization name. All Codes have a prefix consisting
of three alphabetical letters followed by five numerics. The keyed entry would appear
as follows:

7 7
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(I) Sigglebstitution

IINSTjaB00000=Name of Institution

(2) Two or More Issas Sons

IINST_BBB00004=Name of Institution;
EYV38140=International Reading Association,
Newark, Del.

Note that the semiculon delimiter miss be used in this field to separate multiple

indivklual entries.

If the instintion name needed is not listed ki the Source Directory, or
if the correct Souste Code cannot be idersified. the Source Name should still

be entstixl, preceded only by an equal sign:

(3) Slagle Institution, Code Nat Located in Authority List

LAn.INST_=Maryland State Dept. of Education,
napolis. Dept. of Research and Evaluation.

(4) Two or Mort Institutions, Codes Not Located la Authority List

INST_=Maryland State Dept. of Education,
Annapolis. Dept. of Research and Evaluation.;
=Maryland State Dept. of Mental Health,
Annapolis.

This format alerts the ERIC Facility that a new Source Code may need
to be created and added to the authority list.

If that are several different institutions involved, one which appears in
the Source Directory (Le., already has a Code established) and one which needs
a new Codr creantd, the entry format would be:

IINST_FOK56700=National Education Association,
Washington, D. C.; =Ohio State Literacy
Council, Columbus.
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cw, in reverse order:

IINST_=Ohio State Literacy Council, Columbus.;
FGE5670044ational Education Association,
Washington, D.C.

The order of the names within the Neld is immgerial. Keep in mind
that the keyword INST is only keyed once for the entire poup of institutions.

Codes should be keyed carefully as an error will generate an inconect name in
the field (if the error happens to matcii an existing Code) or it will be flagged by the
computer if the format is in enor. To help ensure that the Code requested is the actual
name desired, the Code along with the equal sign and its trans/ado) is requhed. When
the field is processed, the compuhu translation as well as the name intended by the
Clearinghouse will appear, thus providing a double-check.

The most common errors in this field are:

the Uansposing of letters and/or numerics in the Code: and

the use of the letters "0" andfor la for the numeric "0" (zero) maw
NI" (one).

Because the data in an entry for a new name will be used to establish the new
Code and its translation in the authority list, the fonnat of the imposed new name
should follow as much as possible the guidelines for Institution names found in the
Appendix ba Section V of the EPM. The data for existing names do not need to be
quite as exact since the Code used will generate the name from the Source Directory
authority list.

g- Sponsoring Agency (SKIN.)

The Sponsoring Agency is defined as the organization (other than the corporate
source) that pnwided fluids supporting the work cc twoduction of the docwnent. The
format as well as the general guidelines for this field are the same as that described for
the Institution field (INST).

(1) Single Sponsoring Agency

1

SPON_EDD00001=Department of Education,
Washington, DC.

(2) Two or More Sponsoring Agencies

SPON_EDD00036=Office of Educational Research
and Improvement (ED), Washington, DC.;
B10313494=National Science Foundation,
Washington, D.C. Directorate for Science
Education.
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b. Centred/Grant Number (CONT.)

The Contract/Grant Number field contains specific Arlumunseric identifier(s)
assigned by a sponsoring agency to designate the financial support given the work or
research affected in the document. It contains cordact numbers, grant number&
cooperative agreement numbers, or other procurement-related numbers. Key dsese
numbers as folbwc

(I) Singk Number

CONT_R188062013
CONT G008635376
CONT 400-80-0031

(2) Two or More Numbers

1

CONT_R188062013; MDR-885-0560; 400-79-0045

The semicolon is used as the standard subfield delimiter fcr this field. Blank

waces in contract numbers should be replaced with a hyphen.

I. Report Number (REMO)

Report Numbers should be keyed matching as closely as possible with the form
appearing ea tbe document. However, wherever a space appears in the number on the
doormat, insert a hyphen to assure uniformky in sorting: do not leave a blank space.
Separate multiple entries by a semicolon and a blank.

(1) Single Numbers

REPNO_NCES-91-118
REPNO_ISBN- 0-86397-133-4
REPNo_ISSN- 0282-7522

(2) Two or Mere Numbers

IREPNO_ISBN-0-86397-133-4; ISSN-0282-722;
ETS-TR-9I-34

If a document contains several reports1 each with a separate report
number but in a sequential series, the numbers should each be Moat

IREPNO_ETC-TR-404; ETC-TR-405; ETC-TR-406
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Do rsot use agglomerating formats, e.g.:

IREPW_ETC-TR-404 thru ETC-TR-407
or
REPNO_ETC- TR - 4 0 4 4 0 6

As always, care should be taken to ififfaeMiate between the letters "Cr and T
and the numbers V" (peso) and "I` (one); this is particularly impatient when recordlig
ISBN data (i.e., all data following the prefix me amnesic).

j. Publieadon Type (PUBTYPE

The Publication Type Beid &scribes the type of documeM in hand using a
3-digit numeric code. Up to a maximum of three codes may be assigned to this field,
but three me rarely needed. The codes md their translations ate shown in Figure-IX-4.
This is a ntandatory dam element for both RIE and CUE.

Typical entries would appear as:

(I) Single Publkation Type Code

IPUBTYPE_052
PUBTYPE_141

(2) Two or More Codes

IPUBTYPE_052; J22; 171

In CUE data onlv, the Publication Type Code, "Oar, designating a journal
article, is not to be keyed as it is ackkd automatically by the computer to all CUE
records.

k. Descriptive Note (NOTE )

Fades in the Note field provide miscellaneous information extending the
description of the document. (Section V of the EP/44 provides guidelines fix notes
concerning conference papers, spathes, theses. telated documents, malytics, marginal
legibility, etc.) Typical entries would appear as folbwsc

NOTE_Paper presented at the Annual Meeting of
the National Art Education Association (30th,
Kansas City, MO, April 5-9, 1990).
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Emir. Ready Reference #2
Revised May 1989

ERIC Publication Types
Code PJblication lype

010 BOOKS

COLLECTED WORKS
020 General
021 Conference Proceedings
022 Serials

030 CREATIVE WORKS (Literature, Drama. Fine Arts)

DISSERTATIONS/THESES
040 Undetermined
041 Doctoral Dissertations
042 Masters Theses
043 Practicum Papers

GUIDES
050 General (use more specific code. if possible)

Classroom Use
051 Instructional Materials (For Learner)
052 Teaching Guides (For Teacher)
055 Non-Classroom Use (For Administrative & Support Staff, and for Teachers,

Parents, Clergy, Researchers, Counselors, etc. in Non-Classroom Situations)

060 HISTORICAL MATERIALS

070 INFORMATION ANALYSES (Slate Pf-the-Art Papers. Research Summaries.
Reviews of the Literature on a Topic)

071 ERIC Information Analysis Product (IAP's)
072 Book/Product Re Views
073 ERIC Digests (Selected) in Full Text

080 JOURNAL ARTICLES

090 LEGALILEGISLATIVE/REGULATORY MATERIALS

100 AUDIOVISUAL/NON-PRINT MATERIALS
101 Computer Programs
102 Machine-Readable Data Files (MROF)

110 STATISTICAL DATA (Numerical, Quantitative. etc.)

120 VIEWPOINTS (Opinion Papers, Position Papers. Essays. etc.)

REFERENCE MATERIALS

130 -1-- General (use more specific code, if possible)
131 Bibliographies/Annotated Bibliographies
132 Directories/Catalogs
133 Geographic Materials/ Maps
134 Vocabularies/Classifications/Dictionaries

REPORTS

140 General (use more specific code, if pass ble)
141 Descriptive (i.e. Project Descriptions)
142 Evaluative/Feasibility
143 Research/Technical

150 SPEECHES, CONFERENCE PAPERS

160 TESTS, EVALUATION INSTRUMENTS

170 TRANSLATIONS
171 Multilingual/Bilingual Materials

FIGURE IX-4: Publication Types
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Some entries, such as for conference papers. have an established standardized

format that should be Mowed (e4, insertion of the number, legation, aid date of
conference within parentheses following the name: toe of postal aallevialieos fer U.S.
state names) while other entries me dampest-dependent, with brevity and succinctness

being the main crier&

NOTE: Ea jaautsu only. the Note field is also used Ear citing
publisher address and availateky intimation for ielatively
obscure journals:

NOTEiciumal puMisher: Chemical Manufacturms Association.
2501 M Street, NW, Washington, DC 20037.

Availability (AVAIL.)

This field provides information on the availalility of documents from sources
other than EDRS. For documents not available from EDRS (i.e., Level 3 items), this
field is mandatory. For documents available firm EMS. the field is used to cite
alternate Bowes of availability, when known. A typical entry would awear as

IAVAIL_Netional Catholic Educational
Association, Suite 100, 1077 30th Street, N.W.,
Washington, DC 20007-3852; (Stock No. 3533,
$15).

Do not use a leading phrase such as *Available from...," *Paper copy available
flow,* as the computer system automatically inserts the phrase "Available fran...0 in
fmnt of all WE Availability &Id entries.

When completed, the field should contain the following information:

Full name of the source of the document;

Complete address, including the street number or post office box number

For U.S. games, use the postal abbreviations for the states:

For U.S. addresses, use the 5 or 9 digit zip code;

For non-U.S. addresses, the postal codes may be a combinatioo of
alphanumerics: record those exactly as found, including spaces;

Catalog. Stock or Order Number, when appropriate;

Do not use ihecent (0) sign a s it isnot in the ERIC Character set;

Price of the document (in parentheses).
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Documental available from Fedesal agencies typically require only the agency's
name, city, state, and zip code. For

IAVAI14_,Superintendent of Documents,
Congressional Sales Office, U.S. Oovernment
Printing Office, Washington, DC 20402.

NOTE For CUE data only, this field is matted tre

IAVAIL_U141 1

which is converted automatically by the computer system to the phrase 'Reprint
available: Mr.

m. Journal Citation (JNL.)

If an item is a journal article (as would be aamounced in CUE) or if an item is
a theme issue of a journal that can be announced in RIE, the Journal ClUdiOn field is
used to idemify the specific journal. A typical entry would be:

JNIo_Childhood Education; v67 n3 p194-97 Spr
1991

The format of the data should be the journal title (unabbleviated) in the firat
subfield, followed by a semicolon and a space. The second sablield contains the
volume manber, issue number, inclusive pagination, and date, in that order. Note:

Numerics are always cited in Arabic manuals: do not use Roman numesals;

Inclusive pagination may drop the repetitive digk for the last page:

Abbreviate the moral's of the year using the standard 3-charaaer mpresentationz

IJan Feb Mar Apr May Jun
Jul Aug Sep Oct Nov Dec

Other abbreviations used me:

volume v number
page(s) p special issue spec iss
Spring Spr Summer Sum
Fall Fall Winter Win

This is a mandator, field for CUE only,
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n. Pagination (PAGE.)

This inandaUsty field is omitted by ERIC Clearinghouses except for Level 3
documents, for which it is mandatcey. For Level I and 2 documents the field is added
by the Factiky afta the documents have been paginated for EDO filming puiposes.
For Level 3 documents, key the masher of pages withoat punctuation (period, commas,
or p's) as follow

PAGE_10415

o. Langusge (LANG.)

The language of the document is entered in this field. Became the vast majority
of documass attering the database are in Engfish, this field has an atomic *ciefatdt
to English* feature when left blank (Le., when no field is present, the =minder will
automatically generate "LANG_English").

For non-English or bilingual doctunents in which English is one of multiple
languages, the field Eggiatinagaimegaa. Examples are:

(I) English Only

Do not key fielt leave blank

(2) Non-English

LANG_French

(3) Two or More Languages

Lummoomplim

LANG_English; SPanish
LANG_Spanish; Hmong; English
LANG_French; German

The languages entered in the field should correspond exactly in spelling and
format to those found in the Language Atshority List (see Figure4X-5). This list,
which contains all of the principal languages, is based upon the ERIC Thesaurus and
Ideraffler Authority List (IAL). If a language does not smear on the Language
Authority List, use the language as it swears in either the Thesaunts or the IAL.

6
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p. Geugraphk Some (GEO J

The Geographic fiekl is ke ended windicate d e country a f orIgin. 11 is a
masSomfield only* RIB. For English-speging countries (United States, Canada,
United Kingiom, Anatolia), which provide the bulk of ERIC documents, the field has
an added sikfidd fur the state or province level. no lengthy 'Geographic Names
Authosity List' appears in Sectim V---"Cataloging" and is not repeated hoe.)

Same typical corks are:

GEO,U.S.; Kentucky
GEO_Canada; Alberta
GEO_United Kingdom; England
GEO_Australia; Queensland
GEO_France

The semicokm is usud as a standard subfield delimker for this field. The
abbreviation for the United States is "U.S.* and is keyed with no spacing between the
1.J." and the *S." Thuntry_UmAglasert jamicusay..

q. Target Audience (AUD

This data element identifies the intended educational community to which a
document or wick is aimed r and when that population is specifically identified by
the document Etudes in this field are limited so the eleven &fined audiences found
in the "Target Audience Authority Use Administrators, Confucian, Community,
Media Staff, Parents, Policymakers, Practitioners, Researchers, Students, Support Staff,
and Teachers. The field no the semicolon as a standard subfield deliniiter. Examples
of entries art:

(1) One Type of Audience

IAVD_Teachers

1

(2) Two or More Types of Audience

IAUD_Parents; Students; Teachers
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Afrikaans Guanud Quechua

Albania) Hada Rumanian

Aleut Haitian Creole KPelle Russian

Arabic Hausa Lao Samoan

Armenian Hawaiian Latin Seminole

Assyrian Hebrew Malay Seneca

Athapascan Hindi 14Ialayakun Serbocroatipn

Baum Creole Hmong Mandingto Setswana

Bengali Hualapai Mandinka Singhalese

Cambodian Huichol Mano Siswati

Chinese. Hungarian Marathi Soninke

Choctaw Hupa Mende Spanish

Cree lgbo Mohawk Susi

Czech Homo Muskogee Swahili

Danish Indonesian Navskio Swedish

Dari Imp* Nepali Tagalog

Dibabawon fish Ncuwegian Thai

Dutch Italian Ojibwa Tlingit

Edo Japanese Palauan Tiukish

English Jukun Panjabi Ukosnian

Ewe Kabiye Passamaquoddy Vietnamese

Finnish Uinta Persian Wolof

Fremh Kanwi Pinta Yoruba

Fulfulde Karuk Polish Yupik

Gennan Khowar Portuguese Ywok

Greek Pulsar

FIGURE IX-S: Language Authority List
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(3) No Target Audience

ShiLibLfrallbateM

One Target Mance gmup, "Pmcdtioners," has subgroups (Administrators.
Teachers, Come lon, Media Staff, and Support Stan When one or mow of these
subgroups appears hi the field, the computer will wthtmatically insert the more generic
Thictitionear in the field.

Note that "Policrnakers" is one wont do not enter in the sepanned form
"Policy Makers.*

r. Governmental Status (GOV J

This field is handed to indicate whether the document is a publication of a
governmental agency (Federal. Stew County. City) in the United States and its
teniunies or of a foreign/intemational agency. Only one of the following caries may
be used at any one time. This field is not used in CUE Examples arc

TGOV Federal
GOV_State
GOV_Local
GOV_Foreign
Gov_International

s. Descriptors (DM J

4=111111111=1MI

This field contains subject index nons, as found in the Thesaurus af ERIC

Descriptors.
entered tn flpe qeq. Follow the format and the spelling exactly as found in the
Thesaurus. Ptecak maior Descriptors by an asterisk. as indicated in the example
below. Separate Descriptors wkh a semicolon and a space. No particular order is
required and maim Descriptinu need not precede minors. Key Descriptoes with the first
letter of each word capitalizol. Acnnym-type Descriptors are entered in all upper
case. e.g., FLES. Do not capitalize articles, prepositions, and conjunctions kt the
Descriptors unless they amen- as the find word.

Spacing of Descriptors sit conform precisely to that in the ERIC Thesaurus.
e.g. "Postsecondary:* nor "Post Secondary." A sample Descriptor field would be:.

IDESC_*Career Opportunities; *Career Planning;
*Demand Occupations; Employment Opportunities;
Females; *Working Women; Vocational Counseling;
Postsecondary Education
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t. Identifiers

Identifiers me sankontrolled Wdexing terms. Tams entered in this field
should either Mow the format and spelling of Identifiers found kr the brientfier
Amthority lig (IAL) or, if a new klemifier mak to be created, should follow the
format and conventions listed in Section VIII-Fart 2 ci the EFM.

The bask nks are:

Identifser entries cannot exceed $0 characters (kieluctufg spaces but excluding the
astaisk).

No special chaacters me permitted exeqx parentheses.

No more than two Identifiers may be asterisked as mgjor terms.

Separate multiple Identifiers with a semicolon and a space.

There is no requirement for my panicular order. A sample Identifier field
would be:

IIDER_*America 2000; *National Assessment of
Mucational Progress; National Tests; Illinois

u. Abstract/Annotation (ABST

The Abstract fald contains a succinct, preferably informative, description ci the
document. For RIZ it is a misdatorv ffrid. Except for catain kinds of documents,
abstracts are limikd to approxknately 200 words. Annotations fm CUE are also
entered in this field; they me not mandatory, but are gangly recommended.
Annotations are limited to approximately 50 words.

The following ndes govern the keying of Abstracts/Annotations:

Do not end a line with a hyphen (-). slash co, a dash (--).

Stay within the established word limit. Abstracts that are only slightly longer will
generally not be -reclined, but those which are considerably longer may be
shortened by the Facility editors. Table-of-Contents type abstracts, which may, for
example, be used to list thles and authors frau a conference proceedings. may
exceed the 20D word limit, but may not go beyond approximately 43 lines in length
(in order not to be truncated in RIE).

Do net use the underline. suneKseliPts, subscripts, accent symbols. etc. (See EFM
Section V for guidance on how to create substitutes fix these chamfers.)

Key the abstract as one complete paragraph.
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& ERIC Facility Data Entry

Following receipt at the Facility of data ban the Cleasinghouses, novena additional
fields we added automatically by the ERIC computer system. These fidds atc billy described
in Section V of this Memel ("Cataloging" and we listed below for information pwposes only:

a. Issue of Abstract Journal (ISS

The computer anew the date of the about Journal issue in which the ream
will be mmounced, e.g RIEIAN92; CUJAN92.

b. Pagination (PAGE

ERIC defines "Paginatkne as the number of microfiche frames necessary to
photographically record the Mire item. Followhig pagination (and fame-by-frame
nwnber stamping) of the Level 1 and Level 2 documents at the Facility, the page count
is added to each rause. NOTE: Clearinghouses must pmvide this data far Level 3
documents, since such documents are not filmed and that:ore not sent to the Facik.

c. EDRS Price (PRICE.)

The content of this field is calculated by the computer on the basis of the
LEVEL and PAGE fields. Both fields migg be present in order to do this.

d. ERIC Accession Member (ACQ)

The ED/El Accesskan Numbers am added sequentially to tbe mord by the
ERIC computer system, titer all duplicates and other pubic= documents/articles have
been nemoved, and just before the edited records far a particular issue (which have
been sorted by Cleatinghouse number) we added to the ERIC master file. ERIC final
acceskm numbers we assigned without any gaps and for this mason cannot be
determined in advance before the ranovals have been acconplished.

4. Data Preparation and Transmission

a. Preparation

Depending on the internal organimtion of an ERIC Clearinghouse, the resumes
for RIE and/or CUE are either keyed directly onto the computer by the
abstractors/indexers/catalogers or we keyed by a secretary. It is recommended that data
bc keyed directly in ASCII format; if the data is keyed in the so-called 'document°
format, such as is found in desktop publishing software where various priMer
commands, etc., arc inserted, the data must be converted o ASCII format and the
printer commands deleted prior to transmission.

b. What Shook! Be Transmitted

The RIF/CUE resumes transmitted should correspond with the RIE documents
and CUE klgsheets to be shipped later in the same week to the Facility. It is
reconunaukd that the file transnitted to the Facility vecify the number of RIE and
CUE records contained in the transmission (see Flgure-LX-2(A-B)).
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e. Proofing

Clatringhouse Accession Numbas shouki always be pooled against the
doettmentiartiele amnia) numbers. Resumes timid be ananged in numerical order
by Clearkighouse Accession Number. RIR Pad CUE resumes amid be kept ss two
separate and asthma grow do not intermis Rnva3E records. AB sesames should
undergo a foal check to be certain that all mandattuy fields me peseat. Resumer

should be tipell-cbecked prior to tillatiMiSSiOn.

It is recommended drat Clearinghouses add the ERIC keywords to their word
processing dictiouary so that any an= in these fidds will be detected. Keywords
should be carefully checked to emote thar hm been only one occurrence per resume
For example, a very common error is ke a keyword such as "DESC" to be keyed
twice, with the second =unarm used, hi error. for the Abstract field. When a
keyword is keyed twice in the same resume, the rhea in the first occurrence will be
overlaid trj, the data in the second OCCUITCOCe during computer processing, thereby
wiring ad the data ht the first mamma If the second °corneae* mains mon
data Man that allowed by the field, the data may be truncated or &carded as Illegal"
by the computer.

d. Transmission Schedule

On a weekly basis. Ckaringhouses must transmit to the Facility resumes for

both RIB and CUE. Bans* ci variations in telecommunication setups at the

Clearinghouses, each Clearinghouse has a mutually-agreed-won time for transmimion.
If a Clearinghouse, for whatever reason, must abstain ficen a transmission, the ERIC

Facility should be contacted.

e. Data Emirs Detected after Transit/Arm

If a major aror in a resume is detected dem transmission (e.g., incorrect
Claringhouse Accessiat Number, wrong abstract, etc.), the Facility should be
immediately contacted by phone or FAX so that the aror can be corrected before the
data undergoes computer processing.

f. Data on Diskettes

g.

If a Clearinghouse encounters a probkm in transmitting its data via telephone.
the data may be submitted on a DOS-formatted diskette. The reaunes should still be

keyed in the same format. The disketteeither 51/4* or 31/2"should be properly
labelled as to the Clearinghouse, shipping date, and contents and mailed using a
mailing folder especially made for diskettes. Transmission ci drda diskettes is only for
emergency situations and should not be done on a regular basis.

Retention of Data

Clearinghouses should main copies of the transmitted fiks containing RIECUE
resumes until the resumes appear in RIE NW/or CUEapproximately three months
after transmission. Because data can become garbled in transmission or can be lost,
sometimes the Facility must request that data be retransmitted. Failure to retain the
files migit require a Ckaringhouse to reconstruct or rekey the data.
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E. ERIC Digests: Preparatim of Digest Full-Test Data

ERIC Cleminghouses zmuaRy peoduce apFoximmely 160 ERIC Digests. Typically, these
Digests ate brief, two-pap discussions of 'hoe topics in the BM of education. Digests have been
published im prirded form for many yeam, and now (through 1991) number mons than 1200. Digests
have been mods* psocessed md ammanced in R. Beginning ir, 19811, the baton, i.e., the sac
centalts, of Dhassts has been made available to usets via the online vendors. (That is, a sesseher can
retrieve not only the citation for the Digest, but can also OM out the actual text of doe Digest itself.)

Prior to 1991. Digest fidl4est data wae submted k computerized karat by the
Clearinghouses an a non-systematic basis. Beghming with 1991, the full-kat of all ERIC Dipsts is
transmkted 1:1, the Clawbghouses at the same thee as the conespondin resume is transmined for
RM. The full-Mt records me retained as a musk file (the "mon Me) at the ERIC Pail* arid

made available on demand to tape subscribes*. (Because the ERIC Digests tend to be publiivd in
clumps, pnendly near the end of yea, the Digest full-test upthaes am currently being dane on an
annual basis. If the publicadon el ERIC Digests become more regularly spaced duoughout the yeas,
the full-text updates may be done 01111 MOM hapset basis.)

Unitize longer, mom substantive Cleminghouse mortopchs, that may be pnxiuced using
standard typesetting or commercial photocomposition methods. Digests me &ha produced using
desktop word piocessing softy/me that permits the NAM data to be easily convened to a brawn that
can be added to the ED portion of the ERIC datahme. Thaelme, the instmations that follow presume
the existence of the full-text of the Digest in a computerized form which can be easilyconverted. All
ERIC Digests are normally to be made availabk as full-text records. In instances whose the word
psocessing data cannot be cosnmsted, the full-text mid may have to be created by re-keying. If an
optical scanner is available, a primed copy may be scanted and the resultant text used for the full-text
data.

1. Data Input Requirements

The Digest full-text input must be in ASCII format and irepared according kt the sane
instructions that the Clearinghouses use for their RIE/CIJE input (see EPM Section IX.C).

2. Format

Became the full-text of a Digest is appended to its conevonding resume record on the
ERIC Master File, only the actual narrative ardent of the Dipst comprises the full-text. In
other wads, data such as the Tide, Mahar, Publication Date, ek.. are not made part ci the
full-text record became they a r e already there in fiekl-by-fteld form in the mane put of the
record. (See Figures IX-6(A-B) for an example of a published Digest and an example of the
full-test data for that sante Digest.)

Each full-text record must at a minintum contain the following field tags (Keywords):
CH_ and TEXT . Most records will also need to use the keywoid "REPS: to introduce the
References section. The infrequent Digest containing strummed tables may need to use the
TABLE keyword. No other field tags we to be used for Digests.

a. Accession Number (CH

trample: CH_CE12 3 456
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This field identifies the beginning of a mold and must be present. As wth
RIE/CUE data, the number is entued without blank spaces. This Clearinghouse
&cession Mutter must =woad with the cleariaghouse Accession Number used
for the Digest's resume in RM.

NOTE In the mre instance of a fall-hat mod not transmitted concurrently
with its RIE record, bet transmitted oiler the mord has been processed
with an ED Number, then the catty should begin with:

ACC_ED123456

and the Accession Number of the Clearinghouse should be omitted.

b. Full-Text of the Digest (TEXT)

The text ct the Digest mug be klentified by the field tag "TEXT:. The text
should conespond exactly to that found in the publbhed Digest (i.e., don't abridge and
don't expand). However, minor =redoes at bay text in tin published version can
be made.

Tbc text should appear essentially as it looks on the original, while still staying
within the limitations imposed by ASCII characters, that is, bold, italics, underlining.
bullets, tabs, commands to the printer, etc., that cannot be represented on the ERIC file,
mtst be convened or eliminated. The following rules should trovide the necessary
guidance:

Margins

Left Malli11 IMIS1 be at position I (as with RIEXUE data). If original Digest has
different margins, they must be changed.

Headers

Place headers on separate lines. Key headers in all uppacase. Use standard
indention (minimum 5 spaces). but do not use the tab key to indent if two lines me
needed for a header, indent the seamd line as well. If a header is used as the fast
line of a full-text record, it should be in aft uppercase, immediately after the TE,XT
keyword.

Line Spacing

Use single-space only between paragraphs, lists, etc.

Paragraph indentions

Each new paragraph must begin with at least z 5ve-space indention; do not use the
Tab key. Without the ind:ntions. the text wouid be run-on.
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Line Rehm

Each line must be ended whit a "Hard Return.* Do not we the "Wrap or
"Soft Reese forum

Right JistVleatioes

Right justification, used perhaps to produce an even margin in a **sled form.
mot be removed.

Bullets

Convert bullets to astaisks, hyphens, or =mhos& Lists may be indenhrd, if that
will make than easier to read, even if they were not indented in the original.

llndsrllaing and Iftlics

The underline character and italics may not be used in Digest test Any underlining
and italics used in the published version must be convated to quotation marks.
(Underlinhut also may not be used to indicate the meat of an author in the
bibliography section (REFS field) or to separate data within the Dipst.)

Desktop Publishing Conunands

All desktop conunandsMbs. reinter commands. etc.must be removed. The
accent mark used for the left single-quote must be charged to an aposhrghe, since
the accent mark is not a valid ERIC dander.

Charts, Tabks, Graphs, etc.

Charts and tables containing alphabetic and/or numeric text in canons may be
entered in a separate field "TABLE2, at the end of the Digest secad. Vatic:al
lines, horizontal lines, etc., which may have sweated in the priut version, must be
removed. Spaces between columns or numbers must be reteescnted by blanks. As
with regular RIE/CUE data, superscripts, subscripts, underscores, etc., must be
removed tr converted.

Specialized graphs (bar, pie, line, etc.) cannot be handled by this tectmique and
must be convated to paragraph form or otherwise sannmarized in the text.

Forced Lines, Left Justified

If a new line, left justified, is desired, e.g., a list, an address, etc., portions of which
me to be on separate line*, a special characta,Vtir must be inserted at position l
just before the start of the data, to identify the need for a new line.

Eamnphn 00ERIC Processing and Reference Facility
061301 Piccard Drive, Suite 300
06Rockvi1le, MD 20850-4305
60Send self -addresled envelope-

has 1992
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The EDO program will force a new line whenever the °@#* wpm's. Without
the 61:40 symbol, the line might reach

Rumple: ERIC Processing and Reference
Facility 1301 Piccard Drive, Suite
300 Rockville, MD 20850-4305 Send
self-addressed envelope...

c. ReferencesiCkations (REFS)

Because catain large Digests in their entirety exceed field size limitations for
the TEXT field, it is necessary that trailing "References.° 1161iography," *Additional
Readkgs,* Tor Further Reading,* etc-, be identified by the mange field tag REFS...
Dam in this rick, will be appended S) the cad of the TEXT field an tapes going to
vendces. In addition. since Clearinghouses use differau bibliographic citation styles,
data in the REFS field will nor be processed in the lam way by the compmer as it is
in the full-text record. Frx czardple, tides which we iffercased in the Whop**
citation and indented will not be processed as the headers are in tiv full-text, Le.,
centered, but will remain as entered.
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ERIC " IGEST No. 102
EDO-CE-90- 102 41100411PF Clearinghouse on Adult, Career. and Vocational Education

LOCATING AND SELECTING INFORMATION:
A GUIDE FOR ADULT EDUCATORS

The term information society has become a cliche but the fact
of the matter is we are living in an age in which we are
bombarded with information. In his book information Anxiety,
Richard Wurman (198)) accurately describes how many of us
feel when surrounded with vast amounts of data that do not
provide the required knowledge. According to Wurman, the
following situations are likelv to produce information anxiety:
not u.-erstanding information, feeling overwhelmed by the
amount of information to be understood, not knowing if certain
information exists, not knowing where to fmd information, and
knowing exactly where to find-information but not having the
key to access it (ibid., p. 44).

No matter what their role, knowing how to identify, select, and
evaluate information resources are important processes for
adult educators. They need to be aware of a wide range of
possible resources. In addition, they MUM be able to sift
through and evaluate their relevance. This ERIC Digest
describes where adult educators can find information resources
and suggests strategies for accessing information. It ends with
some guidelines for selecting the most appropriate information.

Information Sources for Adult Ealneators

Two of the main sources of information related to adult educa-
tion are information databases and clearinghouses or resource
centers. Librariesparticularly college and university libraries
located at institutions with graduate Firograms in adult and con-
tinuing education--are also sources of adult education informa-
tion, but they will not be discussed here. Individuals can
inquire at their local libraries about the availability of specific
resources, for example, online databases or books.

Informatiou Databases

Information databases store collections of related information
that can be retrieved via computer using information retrieval
software. When stored, the materials have usually been index-
ed or classified using a vocabulary control device, i.e., a
thesaurus, a list of subject headings, or a specialized classi-
fication scheme, to facilitate their retrieval. This controlled
vocabulary is used to retrieve information from a database
(Niemi and Inlet 1987).

A large number of existing databases contain information useful
to adult educators. Two comprehensive references that can be
used in selectinjg the mostsapproprat database arifiutshe Ency-

ZigeOlganVtittrapm Directory.)11,7611-Line Saviors. (1990). Both
prcride information about a variety of online databases and are
available at many libraries.

The Educational Resources Information Center (ERIC)
database is considered to be thc primary source for adult edu-
cation due both to its purpose and its history of service to the
field. ERIC has been collecting and classifying all types of

educational materials since 19oo. Its focus is on fugitive mate-
rials (those that are not otherwise readily availahie) such as
pamphkts, conference proceedings and papers, curriculum
materials, research studies, and reports of gmernment-funded
projects. More than 700 education-related journals, including
all major adult education journals published Ixah in the United
States and abroad, are scanned regularly to select articles for
intlusion in the database (Imel 199 ; Niemi and Inlet 1987).
Over 14,000 items indexed with the term adult education have
been included in the ERIC database since 1%6.

The availability of microcomputers and the packaging of the
ERIC database in CD-ROM (compact disk-read only memory)
format make ERIC more accessible to the general public.
Many individuals are choosing to search ERIC without the
assistance of a professional searcher using microcomputers or
CD-ROM cquipment. A subject search of ERIC results in
bibliaphic information plus sn abstract or all information in
the ERIC database on the topic (Imel 1989).

Ckaringhouses and Resource Centers

Several clearinghouses and resource centers disseminate infor-
mation about adult education to a variety of audiences includ-
ing administrators, teachers, researchers, students, and the

Some of these organizations, such as the ERIC
Ckari on Adult, Career, and Vocational Education
(ERIC ACVE) are national in scope. Others, such as
AdvancE (Pennsylvania's adult education resource center and
clearinghouse), are state-level organizations. Some of the
functions provided bv clearinghouses and resource centers
include searches of information databases, informatkin about
resources, collections of materials, and referral to other
agencies and organizations serving adult learners. Many also
develop and make available newsktters and free and inexpen-
sive materials related to adult education resources. 'The
Enrectory of National anvinghouses: Resource Centers and
Cieurinshouser Sening Adult Fdricators and Learners (1990)
provides information about national clearinghouses and
resource centers.

Strategies for Accessing Resources

Knowing where resources are located is one piece of the infor-
mation puzzle, but this knowledge is best used in combination
with some strategies to begin helping you access the most
appropriate resources. Such questions as How much informa-
tion do you need?, How much do you already know about the
topic?, Flow much time and money do you have to devote to
this task?, and How do you plan to use the information? can
assist in selecting the best strategy to begin your information
search.

Two common strategies used to identify information resources
include asking other people and searching information data-
bases. Sometimes the best place to begin a search is by getting

FIGURE IX-6(A): Published ERIC Digest

ERIC Processing Manual DC-31 745 Man* 1992



DATA ENTRY

in touch with someone who is familiar with the area. This
rategv may be particularly useful if you know little or nothing

about the topic. Most adult educators are more than happy to
share information about their work, including key information
sources. Adult education resource cente, and clearinghouse
personnel are frequently able to help you identify information
sources. These individuals work with adult educ Ilion informa-
tion resources on a daily basis and are knowledgeable about
new materials. They may be able to refer you to other sources
of information as well.

A second strateey for locating informtion is by searching
information databases. Most information databases can he
accessed both manually and by computer, and many are avail-
ible in CD-ROM format.

Manual searching. Manual searching refers to the process of
using print indexes or catalogs to identify resources. Although
not as efficient as compwzr searching, it may be more effective,
especially if you only need a small amount of material or if you
:ire unfamilCar with the topic. A manual search permits the
luxury of browsing that the cost of computer searching prohib-
its. The tradeofc however, is the cost of the time devoted to
the task. Another drawback to manual searching is the fact
that you can only search under one subject heading at a time.

Computer searching,. Computer searching can be both efficient
and effective, provided you know what you are looking for.
Computer searching is the most efficient means of retrieving a
large amount of information on a topic because it allows you to
combine two or more subjects. It can also permit you to limit
your search to certain types of material such as research, pro-
tect descriptions7 and curricula. If you have not sufficiently
focused your topic, however, it can result in irrelevant material.
If you are unfamiliar with the database you wish to search, it is
best to consult a professional searcher before attempting a
se.. ch.

CD-ROM searching. Searching using CD-ROM combines
many of the best features of both manual and computer search-
ing. 'Because there are no online charges being incurred, it can
provide the luxury of browsing at the same time it provides the
efficiency of computer searching. Because of the time needed
to print out citations, CD-RONI is not the best medium for
large searches. Also, the demands placed on many CD-ROM
stations available to the public may mean limited access.

Selecting Information Sources

Selecting potential sources of information once they have been
identified is another step in process. How selective you wish to
be may depend on a number of factors such as the amount of
material uncovered in your search, the use to which you intend
to put the information, and the availability of the sources.

Barrows (1987) suggests weighing the advantages and disadvan-
tages of each source in terms of-the following:

Availability. Is the source obtainable?
Accessibility. How easy is it to acquire the source?
num How long will it take to get it?
Effort. How much trouble will it be to get it?
Cost. How much will it cost?

Although important in terms of the feasibility of acquiring
resources, these criteria have nothing to do with evaluating the
substantive nature of the resource. The following guidelines
can be used to evaluate and select resources based on their
content:

Authority of source. Is the author an established leader in
the field? Is it published by an organization that is knoun
for contributing to the field?
Timerniem Is the information current and up to date? Is
it based on current referentes?
Relevance. Does the source deal with the topic in a con-
temporary manner? Does the aource contain the type of
information vou need?
Depth. Is the topic treated in sufficient detail to be of usc?
Accuracy. Based on what you already know about the topic.
is the information correct and reliable?
Replicability. If yau are planning to use the material for
the purpose al replication, fdoes the source contain informa-
tion that can bc used in other settings?

These criteria should be considered guidelines, not hard and
fast rules, when selecting sources. Depending on how you will
be using the information, some may be more important than
others. For example, if a source meets all the other criteria.
the fact that you are unfamiliar with the author or the producer
may be irrelevant.
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SAMPLE OF DIGEST
FULL-TEXT KEYED FOR EDO FILE

CH_CE123456
TEXT_The term "information society* has become a cliche but the
fact of the matter is we are living in an age in which we are
bombarded with information. In his book INFORMATION ANXIETY,
Richard Minoan (1909) accurately describes how many of us feel
when surrounded with vast amounts of data that do not provide the
required knowledge. According to WUrman, the following
situations are likely to produce information anxiety: not
understanding information, feeling overwhelmed by the amount of
information to be understood, not knowing if certain information
exists, not knowing where to find information, and knowing
exactly where to find information but not having the key to
access it (ibid., p. 44).

NO matter what their role, knowing how to identity, select,
and evaluate information resources are important processes for
adult educators. They need to be aware of a wide range of
possible resources. In addition, they must be able to sift
through and evaluate their relevance. This ERIC Digest describes
where adult educators can find information resources and suggests
strategies for accessing information. It ends with some
guidelines for selecting the most appropriate information.

INFORMATION SOURCES FOR ADULT EDUCATORS
TWo of the main sources of information related to adult

education are information databases and clearinghouses or
resource centers. Libraries--particularly college and university
libraries located at institutions with graduate programs in adult
and continuing educationare also sources of adult education
information, but they will not be discussed here. Individuals
can inquire at their local libraries about the availability of
specific resources, for example, online databases or books.
00Information Databases

Information databases store collections of related
information that can be retrieved via computer using information
retrieval software. When stored, the materials have usually been
indexed or classified using a vocabulary control device, i.e., a
thesaurus, a list of subject headings, or a specialized
classification scheme, to facilitate their retrieval. This
controlled vocabulary is used to retrieve information from a
database (Niemi and Imel 1987).

A large number of existing databases contain information
useful to adult educators. Two comprehensive references that can
be used in selecting the most appropriate database are the
ENCYCLOPEDIA OF INFORMATION SYSTEMS AND SERVICES, 10th Edition
(1990) and DATAPRO DIRECTORY OF ON-LINE SERVICES (1990). Both
provide information about a variety of online databases and are
available at many libraries.

The Educational Resources Information Center (ERIC) database
is considered to be the primary source for adult education due
both to its purpose and its history of service to the field.
ERIC has been collecting and classifying all types of educational
materials since 1966. Its focus is on fugitive materials (those
that are not otherwise readily available) such as pamphlets,
conference proceedings and papers, curriculum materials, research

FIGURE IX4(B): Sample of Digest Fu II-Teit Keyed for EDO Files
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studies, and reports of government-funded projects. More than
700 education-related journals, including all major adult
education journals published both in the United States and
abroad, are scanmd regularly to select articles for inclusion in
the database (Imel 1989; Komi and Lmel 1987). Over 14,000 items
indexed with the term "adult education" have been included in the
ERIC detabase since 1966.

The availability of microcomputers and the packaging of the
ERIC database in CD-ROM (compact disk-read only memory) format
make ERIC more accessible to the general public. Many
individuals are choosing to search ERIC without the assistance of
a professional searcher using microcomputers or CD-ROM equipment.
A subject search of ERIC results in bibliographic information
plus an abstract of all information in the ERIC database on the
topic (Imel 1989).
00Clearinghouses and Resource Centers

Several clearinghouses and resource centers disseminate
information about adult education to A variety of audiences
including administrators, teachers, researchers, students, and
the general public. Some of these organizations, such as the
ERIC Clearinghouse on Adult, Career, and Vocational Education
(ERIC/ACVE) are national in scope. Others, such as AdvancE
(Pennsylvania's adult education resource center and
clearinghouse), are state-level organizations. Some of the
functions provided by clearinghouses and resource centers include
searches of information databases, information about resources,
collections of materials, and referral to other agencies and
organizations serving adult learners. Many also develop and make
available newsletters and free and inexpensive materials related
to adult education resources. The "Directory of National
Clearinghouses: Resource Centers and Clearinghouses Serving
Adult Educators and Learners° (1990) provides information about
national clearinghouses and resource centers.

STRATEGIES FOR ACCESSING RESOURCES
Knowing where resources are located is one piece of the

information puzzle, but this knowledge is best used in
combination with some strategies to begin helping you access the
most appropriate resources. Such questions as How much
information do you need?, How much do you already know about the
topic?, How much time and money do you have to devote to this
task?, and How do you plan to use the information? can assist in
selecting the best strategy to begin your information search.

Two common strategies used to identify information resources
include asking other people and searching information databases.
Sometimes the best place to begin a search is by getting in touch
with someone who is familiar with the area. This strategy may be
particularly useful if you know little or nothing about the
topic. Most adult educators are more than happy to share
information about their work, including key information sources.
Adult education resource center and clearinghouse personnel are
frequently able to help you identify information sources. These
individuals work with adult education information resources on a
daily basis and are knowledgeable about new materials. They may
be able to refer you to other sources of information as well.

A second strategy for locating information is by searching
information databases. Most information databases can be
accessed both manually and by computer, and many are available in
CD-ROM format.
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Manual searching. Manual searching refers to the process o..!
using print indexes or catalogs to identify resources. Although
not as efficient as computer searching, it may be more effective,
especially if you only need a small amount of material or if you
are unfamiliar with the topic. A manual search permits the
luxury of browsing that the cost of computer searching proh4laits.
The tradeoff, however, is the cost of the time devoted to the
task. Another drawback to manual searching is the fact that you
can only search under one subject heading at a tine.

Computer searching. Computer searching can be both
efficient and effective, provided you know what you are looking
for. computer searching is the most efficient means of
retrieving a large amount of information on a topic because it
allows you to combine two or more subjects. It can also permit
you to limit your search to certain types of material such as
research, project descriptions, and curricula. If you have not
sufficiently focused your topic, however, it can result in

irrelevant material, If you are unfamiliar with the database you
wish to search, it is best to consult a professional searcher
before attempting A search.

CD-ROM searching. Searching using CD-ROM combines many of
the best features of both manual and computer searching. Because
there are no online charges being incurred, it can provide the
luxury of browsing at the same time it provides the efficiency of
computer searching. Because of the time needed to print out
citations, CD-ROM is not the best medium for large searches.
Also, the demands placed on many CD-ROM stations available to the
public may mean limited access.

SELECTING INFORMATION SOURCES
Selecting potential sources of information once they have

been identified is another step in process. How selective you
wish to be may depend on a number of factors such as the amount
of material uncovered in your search, the use to which you intend
to put the information, and the availability of the sources.

Barrows (1987) suggests weighing the advantages and
disadvantages of each source in terms of the following:
001. Availability. Is the source obtainable?
002. Accessibilit:f. How easy is it to acquire the source?
003. Time. How long will it take to get it?
004. Effort. How much trouble will it be to get it?
005. Cost. How much will it cost?

Although important in terms of the feasibility of acquiring
resources, these criteria have nothing to do with evaluating the
substantive nature of the resource. The following guidelines can
be used to evaluate and select resources based on their content:
001. Authority of source. Is the author an established leader in
the field? Is it published by an organization that is known for
contributing to the field?
002. Timeliness. Is the information current and up to date? Is
it based on current references?
003. Relevance. Does the source deal with the topic in a
contemporary manner? Does the source contain the type of
information you need?
004. Depth. Is the topic treated in sufficient detail to be of
use?
005. Accuracy. Based on what you already know about the topic, is
the information correct and reliable?
006. Replicability. If you are planning to use the material for
the purpose of replication, does the source contain information
that can be used in other settings?

istoe1992 IX-35
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These criteria should be considered guidelines, not hard and
fast rules, when selecting sources. Depending on how you will be
using the information, some may be more important than others.
For example, if a source meets all the other criteria, the fact
that you are unfamiliar with the author or the producer may be
irrelevant.
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Do not use REFS_ mare than once in a mid, as the secoad occumence will
overlay the first use. If the Digest causing other sections, mach as "Resources," in
&lake to a References Section, the header for the additional section should be
moused as pan of the REFS_ section, as in the exam* bdow:

Ememphi: REFS_REFERSNCES
Adams, B. New Educational Ideas...,

Washington, DC. 1990.
Smith, W. EdUcation Is a Good Thing;

Harcourt Brace, N*w York, NY. 1991.
1I AM. OW O.

88RESOURCES
Office of Educational Research and

Improvement (ED), What Works, Washington, DC.
1989.

Wisconsin Educational Research Center,
Education Programs, Madison, WI. 1991.

The following rules pertain to the REFS_ sectice:

* Header - Key in all uppercase.

Chains Each ckadcm should begin on a sepanue line, indented
5 spaces, with succeeding lines left *Med.

StykiFermat - Within a given Digest, citations should be in a
consistent style as to spacing, upper casing cd" tides,
tonging of initials. etc. For =debility, the entire tide
should not be in all typercase. ED Numbers should
always be eked with "ED* before the mutter and not
as "ERIC Document Number 300 000."

Disclaimer data and other concluifing infonnatkm, such as Digest mks-
information, should be keyed at the end of the References section.

3. Conversion of Digest Text (That Has Been Word Processed) to ASCII Format

Since the full-text of most Digests has been produced using various word processing
sYsteMS (such as WordPerfect). that same data can be used for transmission of the Digest to
the Facility, provided it is: (I) properly converted to ASCII; and, (2) modified to meet the
specifications discussed above.

Convession-to-ASCII procedures am generally available on most word processing
systems. After completing the conversion, but before Stempting to transmit the data online
(or on a diskette) to the Facility, the Clearinghouse should check the entire !word to ensue
that no extrmeous word processing characters still exist. Pay particular attention to the proper
conversion of hyphens and bullets. Delete extra spaces. Be certain that line length does act
exceed 80 characters (75 pnierred)if the data were prepared using **top settings (whit
are typically in inches). the printed data will fit on the page, but in actuality may exceed the
80 characters limit.
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One way h3 determine whether all word processing dunctem (undo:dining, special
formatting symbols such as centering, foots, etc.) have been removed is to call up the file
using DOS commands for *Type or "Print,* as followc

MIME:
Key CrType filexyz then press the Enter

key

OR

Key C>Frint filexyz then press the Enter key

EMAPLE: if DO2 t on Lhe A Drive

Key Wrype filexyz :lien press the Enter
key

OR

Key A>Print filexyz then press the Enter key

A text that is impmperly converted, that contains numerous invalid characters and
hyphens at the end of the lines, mid thst has improper line lengths may not be pwocessed by
the Facility, and the Clearinghouse may be mked to rework and retransmit the data.

4. Transmission of Full-Text

The full-text Digest record should be transmitted online along with the weekly
RMICIJE data. If online transmission is not pond* kw any reason, the recosds may be
placed on an IBM-compatible 5-1/4* or 3-112* diskette (data in ASCII format) and shipped to
the Facility, separately or with the regular shipment of documents. Online transmission of
each separate file should be preceded by a short message sumouncing "Digest Full-Text
(3 items).* Do not append the full-text of the Digest to the resume data intended for RIE.
Keep the data for the two files sepaate.

If a diskette is mailed, the records should be processed in runner& order by accession
number and 0 dered as one file. For example, three Digests by CG migld all be oa the diskette
as one file called "CGDIO5Ol.* When file CODIOSOI is called up on the computer at the
Facility, the full-test of the three Digests will then all be under that one file name. Do not list
each Digest individually.

Diskettes may be enclosed with the regulx documat shipment: however, the diskette
should be placed in a mailing holder designed for protecting diskettes. The disionte as well
as its mailing holder should be kftkal with the Clearinghouse name, EDO, and the date of
shipment. The label for the diskette should be ROM to it; i.e., do not put the label on the
diskette's envelope and leave the diskette itself unktelled. (As an added precaution, the
existence of a diskette should be noted on the logsheet.)
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Iwo& as possthis, Digests should be processed regularly throughout the year so that
an even flow am be maintained.

S. Sh*ment of ERIC Digests for EDO File

A copy of the prinbrd version of aa ERIC Digest shook' be shipped the same week as
the full-text mold is transmitted for the EDO file. This EDO-Related copy is in addition to
the one shipped for routine processing in RM. The ptinted version Is used by the editors at
the Facility ha prod the full-mat to ensue thrn no data have been lost in transmon. Do not
ship merely a copy of the mw data (a listing of the file printed after convasion ci data).

The printed version of the Digest should be prepared and shipped for the EDO fde in
the following manner:

Record the CH Accession Natter in the lower left comer of the Digest (in pencil),
just as on regular document input.

Attach a paper aapy of the corresponding ME billiogniphic citation for dr.: Digest;
this is simply a copy of the resume as hansmitted for announcemart in RIE. (This
helps to awn accuracy and avoid errors.)

Prepare a meg standard ERIC Clearinghouse Log Sheet as reshipping list" for this
Digest or group of Digests. (See Flgure4X-7 for an example.)

&ram the date of transmission of the full-text record on the log sheet line
*Bibliographic Data Transmitted.*

In the *Comments* section of the Log Sheet, enter *Full-Text Digests"; if a diskette
accompanies the shipmart, add a helpful notation in the same section, e.g., e'Diskette
Enclosed.*

Ship the Log Sheet, Published Digest(s), and paper ccvy of the resume(s) to the
Facility in the same week as the corresponding RIE document is shipped and the Digest
full-text is transmitted.

Acquisitions Data Report (ADR)

I. Introduction

The Acquisitions Data Report (ADR) is a file ci document titles representing recent
acquisitions that are win process* at the Clearinghouses. The file is for RIE data only.
Documems may be at virtually any stage of the processing cycle: evahmtkm. selection,
reproduction release, accessioning, cataloging, indexing, abstincting, document pre:walks (for
filming), etc. The minimum requirement is that they must have been assigned a Clearinghouse
Accession Number, since that is their basic identifying "tag" in the ADR system.

The purpose of the ADR is to provide a mechanism by means of which the
geographically dispened ERIC Clearinghouses can become awme Of what documents are
currently being waked on throughout the system by all Clearinghouses combined, in order rk
avoid duplicate processing. (The use 4;:i the ADR for duplicate checking is discussed in
Section II, "Acquisitions,' of this ManuaL)
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Access to the data ir.4 the ADR is available to Clearinghouses sad other ERIC
components in two ways:

An internal online file housed on a microcomputer at the ERIC Facility; and

A printed prdlicadon lard monthbf by the Facility reflecting the data eased on the
online file &dog the prior six-math period.

The online ADR is a real-time online system. Clearinghouses are able to intarogate
and imdate the file 64, weekly, or muddy, as they choose. The online AIM file is resident

on a microcomputer at the ERIC Facility. This micsocomputer is kept operathrg 24 bows a
day, 7 days a week, so that it can be dialed into by my ERIC Cleminghouse or other
component at any time. Clearinghouses can interrogate die file for individual titles sad can
add individual tides to the file, both in real time. Ocaringhouses am do choose to add a
batch of Wks to the ADR. When the batch update optkm is selected, the update process
actually takes place &wing the upconthig make; hours and the report on potential duplicate
in the batch becomes available the next day. The Clearinghouses can dial up to obtain these
reports on thek batch isms any time at lest one night after they have input a bab:h.

The Wine file cadains all data tnthmitted to it during the preceding twelve maths.
For example, when the kips few Jimmy 1993 is received. the Mlles added in Japan 1992
drop off. NOTE: Tides do not &up out autorMically when they are announced in RIE.

On the first waking day of each month, aU entries adchad to the 01611: file during the
previous num* are copied md transmkted to a mainframe cormuter which houses the ERIC
computer system. A printed version of the ADR is then produced by this permit; every
published versker reflects a six-month running emulsion (e.g.: January-June.February-July,
March-August, etc.) although, as with the online verskm, a year's wiinth a( data is retained on

the file for duplicate processing purposes.

Copies of the printed version am seat hi each Clearinghouse along with exception

reports specific to each Clearinghouse. These *Clearinghouse Activity/Exception Reports* list
alphabetically by title all newly added records for the month, records flagged as first tkne
potential duplicates, recads changed, mortis dropped (the routine monthly dropu). and recosds

purged by request. The printed ADR may be used for duplicate checking when staff at the
Clearinghouse do not wish to go online to look up a title. The exception reports provkie a
double-check of the data that were entered online during the preceding month.

2. Clearinghouse Accessioning

Although the procedures for accessioning are discussed elsewhere in this Manual
(see Section II), basic infonnation is provided here to create a context for the discussion of
data entry to the ADR.

Every document entering the ED portion of the ERIC database has a unique
Clearinghouse Accessica Number assigned to k that will Went* that document as it is being

processed for RIE. Normally this number is assigned to the document after it has been
selected for entry into the database. Using either a paper ADR Inpin Form provided by the
ERIC Facility or a list on a computer, a Clearinghouse records a Clearinhouse Accession
Number and ening with each number a document title and related information.
(See Figure IX4 for an example.) At that time, the number is phy*rilly added to the printed
document as well. In order to avoid using a number more than once, a Clearinghouse must
maintain a log or list in order by Accession Number.

lune 1992 IX-41 ERIC Proms* Massa



DATA ENTRY

Feria *ally (daily, weekly, biweekly, or monthly) time Accession entries arc
transmitted to the ERIC Facility either: (a) by seeding a"batch" file containing all of the new
entries: or (b) by ear* each entry individaally while online. Whichever method is chosen,

all =tries mum certain the information indicated below:

Clearinghome Accession Number eight spaces "4 alpha (CH prefix) followed by
sis rannerk.

Pagination - Niunber of paps in the &raiment - kat spaces allowed. The figure can
be the last numbered page si the document and need not be m exaa count. Pagination

is blended to provide a way to distinguish between documeMs with the same orsimilar
titles. If the pagination cannot be detamined or estimated easily, then sm "Nr (right

justified) may be entered.

Publication Date - Date document wm produced - seven waves allotted
(DDhIMMYY). If the publication date carnet be determined or estimated from
internal eVidefICC. then an "ND" (right justified) may be entered.

Disposition - Enter one of three codes to indicate status at processing for the title (one
spwe allotted):

1 Selected for RM, ready for immediate processing.

2 - Selected for RIE, on hold awaiting rekase, legible copy, etc.

3 - Selected for RIE. but for various masons processing could not be completed.

Completion of this field is mandatory. Rejects or keno retained solely for local files
should not be repelled.
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Tide - The title is reorded as it appears an the &comet including initial sables except
for initial innovation marks. Sixty spaces me allocated for the tide. Use only one
space after pedods, commas, colons, etc. Use all 60 spaces if needed. If the tide
exceeds 60 spaces, use all of the spaces anyway; this will mean tbat some tidos will be
truncab4 Do riot use ellipses "..."

CLEARINGHOUSE
NUMBER

TIME

faCE054407 28 DEC891ASSESSING LEADERSHIP BEHAVIOR: BEYOND TASK ANALYSIS.
CE054415 33 871TRAINING OF TRAINERS IN DENMARK. AN ANNOTATED BIBLICGRAPHY.
CE054417 41 FE8891TRAINING OF TRAINERS Dr THE NETHERLANDS. A DOCUMENTATION DOS
CE054420105431JAN871VOCATIONAL TRAINING IN THE NETHERLANDS. A SELECTED BIBLIOGRA
CE054422 36030NOM1KILITARY CARE2R GUIDE: EMPLOYMENT AND TRAINING OPPORTUNITIE
CE054423 122 ND1MILITARY CAREER PATHS: CAREER PROGRESSION PATTERNS FOR SELE
CE054424 12 871SECOND COMMUNITY PILOT PROJECT PROGRAMME: TRANSMISSION OF YOU
CE054428 41 FEB901WORKFORCE FUTURES: STRATEGIC PLANNING IN THE STATES . RESEAR
CE054429 9 OCT891ON DEFINING LITERACY.
CE054431 110 901CHILDBEARING YEAR.
CE054437 25 JAN901EDUCATION PROGRAMS IN THE DEPARTMENT OF DEFENSE.
CE054455 NP ND2IMPLEMENTATION GUIDE FOR CAREER AWARENESS IN-SCHOOL EXPLORIN
CE054457 4 ND1LANGUAGE BY DEMAND: A CASE FOR VOCATIONAL ENGLISH IN SECOND
CE054458 7 MAY891SCHOOL-TO-WORK TRANSITION FOR AT-RISK POPULATIONS: HOW TO

7"-T\
PAGINATION DLSPOSITION CODE

DATE

FIGURE IX -11: Clearinghouse Input to tbe ADR (Sample Data, witb Callouts)
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3. ADR Oiilbae System

Infonnation on connecting to the online system, sign-on, sigm-olf commands, etc. has
been pnwided to each WIC Componeft in theALM Operating frorefkres issued in 1992 and
is, therefore, not duplicftd in this Manual. Only those aspects of the ADR Online naming
to the data entry of accessions either hal:mainly or is batch mode are descsibed.

The ADR Online main nu= shown below has two °pekoe for processing
accessions"ADR Interactive arid "ADR BatehTrunsfer Ries (Sendffletch."

A

D KI11117

111 ADR Interactive

(21 ADR BatchTransfer Piles (Send/Fetch)

(31 GOODBYE

a. ADR Interaedve (Option 1)

Option 1 brinp up the ADR Interactive menu. This system is interactive in the
sense that the user may directly edit individual entries, add new records, modify
existing records, or query the master file. lire various options are explained in the
following discussion.

ADR Interactive Menu
Database Spans Mar. 1991 to Mar. 1992

111 Add new records.
(2) modify existing records.
131 Query the ADR master file for a specific title.
(41 Exit.

(Press number of desired option.)

ACTION: Select Option from Screen.
(Summary Explanation of Options Listed Below.)

June 1992
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DATA ENTRY

ERIC ADR Database Update
ADD NEW RECORDS

Database Spans Mar. 1991 to Mar. 1992

Title
Clearinghouse Accession NUrOber [

Page Count [ )

Pliblication Date [ )

Disposition Code (

SAVE ==> Ctrl S
NEXT ==> Ctrl N

DELETE ==> Ctrl D
QUIT ==> ESC

ACTION: Eater the ALM Data Eiements kite Their Respective Fields

Optical 2 is used to add individual titlesin real time, not in batch modefrto

the ADR Online.

Fill in all the data in the spaccs allotted. The backspace key may be used to

correct enws. Be certain a, hit L-I'W S for SAVE. if you an satisfied with the entry

you have mated. To insert a chamler or characters in an existing record, pros the

"ENS" key and then type the cluncEa(s) to be inserted. To advance to the next field,

mss the *down amyl" key.

"Saved" records sue added to the ADR Master File. Clearinghouses will

probably use this option only occasionaliy, far example, when a PRIORITY document

needs to be processed quickly or when an item has been inadvertently dropped hum

a batch mode updaft.

0 4
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ERIC ADR Database Update
MODIFY =Immo RECORDS

Database Spans Mar. 1991 to Mar. 1992

Please enter the accession number of the record
you would like to edit and press <ENTER>.

Clearinghouse Accession Number [

Quit ==> ESC

ACTION: Enter tbe Clearingboame Accession Number to be Modified.

Select Option 2 to mardy an existing =ord. Use the Clearinghouse Accession
number to call iv the desired record. To delete a record, prem the CTRL and V" key
simultaneously.

hoe 1992 IX-47 ERIC Plowing hisond
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b. ADR Batch (Option 2)

Option 2 (ADR Online Main Menu) pesmits the user to *SEND" or "FETCH*
files ci Met entries to and ham the AM On-line syMan. Files that are prepared
offline and transmitftd will be processed by the system overnight and int exception
report will be produced for reviewing the following day. The system will assign this
excepthon molt file the sone name that was specified when the file was Ormmtitted,
phis the extension "MR," e.g., "CE0401922111e1 This file am be downkmded to
the user's microcomputa, using the iimor command, and printed offline.

(1) General Guidelines

The basic guidermes for sending a batch transmissicm am:

The Cleminghouse must have previously prepared a body of ADR data as
a machine-madabk detract an its miaocomputer. The file most be stared
under a file name, and the file name must conform to the following format

XXMMDDYY

XX. Clearinghouse ID (AA, CE, PS, UD, etc.)
MM. Month (01, 02, etc.)
DD. Day of Moffitt (01. 02, 03. etc.)
YY.= Year (92, 93, 94, etc.)

File names not conforming exactly to this format will go undetected by dr
computer program.

Also the SillifaSelilkletilLikrAffiEMILMSAL
That is, do not create a file name AA032292 (i.e., March 22, 1992) and
transmit it two days law (March 30, 1992) whhout changing the date. The
pmgram uses the date as a pointer for processing the data each night. For
example a fik marked "AA032892" will be batch processed, along with all
other fries sent the mme day. in the later evening of March 78. 1992-410
other files are processed. On March 29, cmly files with a date of 032992
will be processed, and so forth. If the file doesn't correspond to the date
sent, the program will not know to process it.

The file must be in a known location, i.e., is it in the Mt directory, the
k. directmy, or possibly in the subdisectory of the commtmications
Package-

The same rules for format and length of data apply as discussed earlier in
F.2, *Clearinghouse Accessioning."

NOTE: All entries must use fixed spacing, one entry per line. Each new
entry begins at position 1, smnetimes called column 1. All items
within an entry ingg stay within their assigned positions: each
item and its position range is listed belovr.

6107
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Clearinghouse Accession Niunber - Positions 14
Pagination - Positions 942; riglt justified
Publication Date - Positions 13-19; right justified
Disposition - Position 20
Title - Positions 2140

Do not exceed Position 80.

If possible, pkase spell-check ADR bind data before transmisskm. This
is not a rigid requirement, but it helps to avoid tide comparison faihum.

Data must be in ASCII code. Each line must end with a hard retum.

Send only one batch of ADR data per Clearinghouse per day (to avoid the
second batch overlaying the first).

Use mily PROCOMM or PROCOMM PLUS (POWs) to transfer the dma.

(2) Transferring Files

To send an ADR data file, select option 2 from the ADR Online menu:

ADA 0111LINI MIWU

(I) ADR Interactive

[2) ADR BatchTransfer Files (Send/Fetch)

[31 GOODBYE

SCREEN: Would you laze to (S)end or (F)etch files?

YOUR RESPONSE: (S/F): S (S/F): F

SCREEN: Please start transfer now (PgUp!!)

YOUR RESPONSE: Hit the PgUp key

NOM: Once the PgUp key has been hit, select the proper file transfer protocol
Use It-modem batch.

PROCOMM users select 6;
PROCOMM PLUS (version 1.1) users select 12;
PROCOM PLUS (version 2.0) users select Y.

PROCOMM will ask for the filename. Enter the filename using the format
CHMMDDYY (e.g., AA040792). Always include the complete path to the file.

Z0-6
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FILENAME EXAMPLES: A: CE040792
C: \WP5APS040792
C: \PCPLUADATMIR040792

A window containing information about the progmss of the file transfer
Amid wear. PROCOMMRROCOMM PLUS will take it from that. If an
abort message is received, try to transfer again.

You will automatically be returned to the menu after the ccmpletion of
the file transfer.

(3) Fetching nes

There are two principal reasons for °fetching" a filc

to make certain that a file that was transmitted was successfully received
by 4re AIMit systan:

to review effort; and potential duplicates in data transmitted.

(a) Cheekhrg Transmitted Data

A Clearinghouse may wish to examine a file just sent in order to
ensue that all data sent wore received. A Clearkghoust may wish to
determine what files have been sent during a =nth al westion. If a
file is *fetched* the same day k is sem, it is identified by the same
characters used by the Clearinghouse to klentify it. If it is fetched the
following day it is identified with the extension %rim.

(b) Retrieving Clearinghouse Error and Potential Duplicates Reports

Ckaringhouse Error and Potential Drvlieraes reports me named
by attaching the Wankel ".ERR" to the original Clearinghouse ID, e.g.,
'VED40792.ERR". They are available the day reker a bakh has been
input and are retained on the system for a period d two months.

Data cants detected by the system remain unchanged until
corrected by the Clearinghouse. To correct errors or delete records, use
Option 2, "Modify Existing Records" on the ADR Intaactive menu.

Potential duplicates should be resolved. Duplicams of the
Clearinghouse's own input must be resolved on the basis of in-house
reconis. Duplicates of another Clearinghouse's tide must be resolved by
first determining whether the item has entered the database yet. This
can often be done via the Ckarinshouse Number w ED Number Cross-
R#ereace List. If the item is already in the database, the Clearinghouse
with the later duplicate should simply delete its ADR record for the
item. If the item is not yet in the database, the two Clearinghouse's
should negmiate who is to process the item. If the item has been
shipped by both Clearinghouses or if each Clearinghouse believm the
item is propaly theirs, responstility for resolving the thvikation passes
to the Facility. If research reveals that the lam in hand is not a tme
duplicate, of course, processing can proceed unleveled.

809
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The steps in fetching an finer file are as follows:

Step 1:

Step 2:

Step 3:

select Option 2 on the Main Menu °ADM
Satch-Yrransfer Files (Send/Fetch,'

Select the (F}eton option.

Enter the filename of the file to be
fetched. You may use DOS Uwildcard"

iE
characters, e.g., and for part of

the file. Do not use a path or drive
designator.

Filename Example=

CE040291ERR (CE's error file for April 2, 1992)

FL*.ERR (all of FL's error files. Not recommended.)

1R04*.ERR (all of 1R's April enw files)

JC041792.ERR (all of JO; April war files that were generated between April 10 and
April 19)

Do not use s.* or *.ERR or XX*.ERR or XX*.* because these open-ended formats will fetch

too many files.

Step 4: Hit the POIn key and then select a file
transfer protocol (y modem batch).

-PROCOMM users use #6.
-PROCOMM Plus (version 1.1) users use #12.
-PROCOMM Plus (version 2.0) user use Y.

After selecting the protocol, a file transfer
window will report on the transfer's progress.
when transfer is complete, you will be
returned to the menu.

c. "Goodbye": Leaving the ADR Online (Option 3)

The selection of Item 3 "Goodbye" on the main menu exits the user
from the ADR Online and resets the program for the next user.

610
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4. ADR Data Traosmisskm

a. Transmission Schedule

ADR data should be transmittal periodically thoughout &particularmonth. All
Cleminghouses me expected to transmit ae least monthly to the ADR. If for woe
mason a Clearinghouse cannot transmit to the ADR Online system far a praticWar
amok (e.g., phone line difficulties. modem seeding repair, etc.). the Clewinfthatwe
should contact the Facility's composer dmartment--inefaahly before the tad of themeth in question. Armagements will tan be male to receive the data by other
means. usually by mailed &kelt& Data not scat via the ADR Online system att still
expected to be inhouse at the Facility by the last day of the month.

lase 1992
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Abstassu/Annotstion, IX-24
Accession Number, IX-25

Digests, IX-77
Accessioning.

Oessinghouss, IX-41
Acquisitions Data Report (ADR). IX-I. 1X-39. IX-43
ASCU POOMat, DC-37

At SD Sill (a Dirtsts), DC-29
Audience, 1X-21
Author(s), IX-II

IX-111

Dams (Disarm). DC-29
Chancier Set (me ERIC Character Set)
Chats (Digests). IX-29
am Resumes, 0C4
C/JE.

Simapie Resume. IX-7
Ca4140131 (Digests), IX-30
Clestinghome Accession Number, IX-10
Coannuniations Software, IX-3
Compiks(s), IX-12
Computer (see Mksocompoter)
Contran/Grant Murtha. IX-I5
Corporate Author, IX-I2
Data Entry (by Facility). IX-25
Data Entry Requimmenn,

Equipment, IX-2
Hardwere. IX-2
Microcomputer, IX-2
Modem, IX-2
--Softwere. IX-2. DC-3
Telephone Line. IX-3

Dam Enos (Dammed after Transmission), IX-26

Data Prepostice Raise, 1X-3

Dais Provider. DC-11

Data Transmission. IX-3
Elms Deselied after Transminico, IX-26

Dam.
Input Requirements (Digests), IX-27

--On Diskette, IX-26
Pnmantion, IX-25
Retention. IX-26
Transmission Schedule. IX-26
Thmernission, IX-25

Descriptive Nose. IX-16
Descriptors. DC-23

Dubai, Publishing Cann:ands. IX-29
Digests (ERIC), DC-27

Diskenes. IX-26
Dominus Tisk, IX-12
Editar(s), IX-12
EDRS Prim. 1X-25
Equipment Regain:menu. IX-2
ERIC ACCOssi011 Number (we Accesskei Number)
ERIC Clammy Set, IX-5
ERIC Clearinghouse Accession Log Sheet. IX-40

INDEX

ERIC Walnut (Components of),
ED Fiki DC-I
EDO File, IX-I
El Hie. IX-I

ERIC Digests, IX-I
-4 Nan, IX-29
Acessake bug Shea. DC-40
Accesekin Numbea, 0C47
ASCII Fermat, IX-37
Bullets, IX-29
Clues. Tables, Graphs, IX-29
Data Input Remdminerds, IX-27
Dal*, Mashing Comnsands, IX-29
Ennis Detected atter Transmission, IX-26
Fomem, DC-71
--Full-Tom IX-28
Heade" DC-28

rx-29
--Justifiestion (RightlIsft), 1X-29

Line ROOMS, DC-29
Lime Spacing. IX-25
Marshes, IX-28
Paragraph Indentions. IX-28
Przporgica a Full-Teat Dam. 1X-27
14clesenees. IX-30. IX-37
San*. 1X-31. IX-33
-sawn, IX-39
Transmission. IX-35
Underlining. 0(49

Errors Detected After Tranemiss, IX-26
Field(s)

Abstractillanmasion, IX-24
Added by Facility, IX-25
Availability, DC-IS

Clessingbotne Accession Number, IX-10

ConuaelfOrant Number, DC-IS

Comorate Author. IX-12
Dna Funkier, IX-S
Data, 1X-S

Definition IX-4
Dacriperve Note, IX-16
Descripkos. DC-23

Document Tide, IX-I2
EDRS Price. IX-25
ERIC Accession Number, IX-25
Geogaphic Scum. DC-2I
flovemnients1 Status, IX23
Identifiers, IX-24
Institutions, DC-12, IX-13
Isom (of Abstract Journal). a-25
Journal Citation, IX-19
Keywords. IX-8
Lsognage. IX-20
Level of Availability. IX-11

Nunes. IX-8
Pagiastion. 0(40, IX-25
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-Permed Author. DC-I1
-Ptibliegion Des, 1X-10
-Miamian Type. LX-16
--Ryan Nember, IX-15
-4113/C1/13 Dam. IX4
-Seipsence, IX-9
--Spoons* Agency, IX-14

-SsMield. IX-9
-Taiga Anthems, DC-2I

Forme (DIseins) DC-27

Padl-Tem (Digests), 1X-27, 1X-28
Geographic Source (of Document), IX-21

Govanmental Stmts, IX-23
Ckapits aeons). IX-29
Hardwani Reeptirements. 1X-2

Haden (Digests), IX-28
Identifiers, IX-24
Instinition. IX-12
Issue (of Abstract Journal), IX-25

balks, DC-29

journal Cation, IX-19
Justification (Right/Left), IX-29

Keywinds. DC-11

Language Authority lalk DC-22

Laegesge(4 IX-20
Level of Availability, IX-II
Line Retains (Digests), DC-29

Lite SPeek41 (Digests). IX-28

Margins, IX-28
Hemmings: Rey:eminent+. IX-2

Modem Requirements, IX-2

New Line (Forcing), IX-29
Note, IX-16
Pagination, 1X-20.1X-25
Paragraph Indentions (Digests). 1X-28

Pascual Anther, 1X-11

Proofing. IX-26
Publication Date. 1X-10

Publicstion Types, 1X-I6, D(-17

References (Digests), 1X-30. IX-37

Report Numbers. LC-15

Resume(s),
-CUE (Sample), 1X-7

--Defuition DC-4

-RIE (Sample). 1X-6

-REECUE, IX-4
Retention of Data. IC-26
RIE Resumes, 1X-4

RIE.
--Sample Resume, IX-6

Schedule,
-Data Transmission, 1X-26

Semicioloo (Snlifield Delimiter). 1X-9

Sarnia of Fields. 1X-9

(Digests). IX-39
Software. 1X-2. 1X-3

--Communications, 1X-3

-Word Processing. IX-3

Sponsoring Agency, 1X-14

&Weld Delimiter (Semicolon), IX-9
Seg

-Definition. 1X-9
Summary of Significant Rules-Data Easy, IX-iv

Tables (Digests), 1X-29
Target Audience. 1X-21

Tdcpbone Line, IX-3

risk. 1X-12
Transmission,

-Digest Pal Tem. IX-38
--R113/C1JE Dam, 1X-25

Underlining, DC.29

Undertows, 1X-9

Word Proms* Softwasa. IX-3
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Rules and Guidelines for the Acquisition, Selection,
and Technical Processing of Documents and Journal

Articles by the Various Components of the ERIC Network

Section X: Database Changes
(Post-Publication)
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Educational Resources Information Center (ERIC)
U.S. Department of Education
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DATABASE CHANGES (POST-PUBLICATION)

Summary of Significant Rules

1. Vxuments and journal articles should not be re-entered (re-accessioned) into the database and re-announced
simply far the purpose of accomplishing a change to their records or level lot availability. Rather, the
misting tecord should be corrected/changed.

2. Changes to the existing database co a post-publication basis are expensive; however, errors affecting
aminlutcks, the identity of the document, its EDRS availability or price, or its retrievability under important
access points should be correctd. Armor typognwhical, spelling, or punctuation errors, or other arms that
do not affect the factors listed above, ate not critical mid in isolated instances need not be corrected. The
ERIC Facility is respontulle far approving all post-publicatkm changes to the master ERIC database.

3. Lexicographic changes made to the ERIC Thesaurus and/or Identifier Authority List (IAL) are eventually
reflected, via backftle changes, in all restunes carrying the changed terms.

II4. Post-publication changes are made to the database twice a year, immediately prior to the prepmation of the
cumulative indexes.

5. In the case of duplkate records detected post-publication, the *bests record will be retained in full and the
other record will be tnmcated to prevent its retrieval and will be cross-referenced to the tecord retained.

6. EDRS Availability changes can be from Level 1 to 2 or 3. cr from Level 2 to 1 or 3. There is cunently
no provisicm for changing from Level 3 to I or 2.

7. Nficrofiche header and content arms that are caused by EDRS are correctable under the terms ci their
contract and should be called to their attention.

8. Reftlming and redistribution of a document due to a contributor, Clearinghouse, or Facility error (bat not
an EDRS error) is expensive and each arch recommendation must have the prior approval of Central ERIC
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X. DATABASE CHANGES (POST-PUBLICATION)

A. Introduction

The purpose of this section is to specify the lanced= for making changes to the ERIC

database Oter the data invcdved have been announced in RIE or CUE (or after the abstract journal

issue in which the data will be announced has passed its cut-off point for changes).

The cut-off point for changes for both journals is opprartistately five (5) weeks before its

publicatirm date (the flat of the month whose name the issue bears) and can be determined

precisely from the current RM and cuE Master Schedules. Changes prior to that point can be

made without restriction by a simple telephone call to the RIE editors at the ERIC Facility (or, in

the case of CIM, the CIIE editors at the CIJE Publisher), with written confirmatkm following,

where appropriate (see Sectkon IX for details an pre-publication changes). Changes iffter thatpoint

are subject to the policies and procedires described below.

D. General Policies

1. Re-anuouncement Policy

As a matter of genaal polity, a document cc jomnal article will not be

re-announced or re-entered into the database as a new accession fix the purpose of

accomplishing a change to its record (e.g., a Level of Availability change), It is not

desirable to ante essentially duplicate records in the database because of the long tam

alverse effect of such duplicates on retrieval activities. It ispreferable to make a change

to an existing record and to see drat the database files distaluted to vendors are

eventually updated with such changed wards. Aitanpts to re-announce a document cr

journal article will genaally be detected as duplicates and treated as such during Facility

processing.

2. Acceptable vs. Non-Acceptable Changes

Changes to a database recent after publication can be of varying degrees of

importance and acceptability. Changes can be classed as either corrections or requested

alterations.

Following the production of the printed monthly &urea journal. the monthly

computer file, or the mk:rofiche, errors such as typos, absence of data, incorrect or garbled

data, may be detected and corrections may be requested. An example of a request to

correct such an error (incorrect vohmte number cited in journal citation) can be seen in

Figure X-1.

Occasionally authors or institutions may request an alterstinn in a document

description even though the ERIC record accurately reflected the docs A et t as issued. An

example of such a request might be to add an author not appearing ..) the document or

to delete a name that did appear. Since the ERIC rule is "to catalog ftan the piece.*

without additional research, alteration requests are gamily not honored. Same examples

are treated beim

6.16
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car The Otdo State University University Lbraffies

Columbus, Ohio 43210

27 December 1991

Educational Resources Information Center
U.S. Department of Education
Washington, D.C. 20208

Dear ERIC Administrators:

Please be advised that I have found a set of errors in the ERIC
CD-ROM database and in the printed Current Index to Journals in
Education.

The enclosed copy of a title page from the Journal of Teacher
Education indicates volume 39, but in the ERIC system the
citations to each of the tea articles in this issue refer to
volume 33. This affects the accession numbers EJ383184 through
EJ383193.

I thought you would want to know this, so that, even though the
printed indexes cannot be corrected, the database can be.

Thanks very much for you: attention to this problem.

Sincerely,

Martin Jamison, Reference Librarian
Education/Psychology Library
060 Arps Hall
1945 North High Street

614-292-6275

FIGURE X-1: SAMPLE LETTER REQUESTING A POST-PUBLICATION CHANGE

ERIC hums* sad Reference Facility X-2 boa 1992
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June 1992

As a genaal rule, any errors that would affect an upcoming printed index should

be conected. hew veiling and typographical enors that would have littk or tur effect

on contributcrs' sensibilities, docmnent klentity, whited indexes, cr ccenputer retrieval,

need not be ccarected post-publication.

a. Personal Author, Preparing Institutkm

Errors in the Perecsal Auer( or Preparing Institution fields can be

trodding to the contributrus of documents and often must be corrected fir public
relatirms reasons, no matter how small tiwy may be.

tan the other hand, alterations requested by an anthor or institutkm that

are at variance with the information actually on the doctunent must usually be

rejected. Examples of such requests me: (I) author has since married or
divorced and wants name changed accordingly; (2) a person claims to be an
author whose nano was left off a document (3) an institution requests its name

be recorded in a way that doesn't conform to ERIC or standard cataloging
practice, e.g., with a l'ite" in front of the name. ERIC clearly cannot get
imelved in continually l'updating" the names of the hunrkeds el doom& a
authors it has recorded over the yeas. The rule is sinvic make names are,
with rare exceptions (e.g.. obvkrus misspelling), recorded as the name appears

on the document. Requests to be added as an author or to have author names
deleted cc re-sequenced must lx accompanied by documentation ftom the (Mer

authors and/or institutions thvolved indicating that tlw requested alteration is
acceptable by all parties the it affects. ERIC must avoid getting in the middle

of disputes between doctunent-generating entities. When in doubt, the prudent

cotrse is to stay with what was published on the docummit.

b. Title, Journal Citation, Publication Date, Repat Number

Errors in these fields can impact the basic identityof the document and

must often be corrected in order for the document to be correctly identified in

future =maims.

Sometimes an author or institution may request an alteration in these

fields that does not confonn to standard cataloging practices. For example, an

author might request unjustifiably that a cadenroce paper be given a journal
citation for the journal to which the paper has been submitted for posale
publication. An explanation of the reasoning behind the cataloging practice will

usually suffice to deflect six* regimes.

c. Availability, EDRS Availability, Pagination, Level

Errors in the Availability field (e.g.. a wrong address) that would affect

the ability of users to obtain the document must be' COrreCled. Similarly, emars

in the Pagination or Level fields that would create an incorrect EDRS availability

cr price must also be =Wed. An error in the Level field that causes the
document to be made available at variance with the preparing institution's wishes

must be corrected.

'620
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However, requests to change the informathm in the Availability field
simply to keep it up-to-date (e.g., price Mayans going out-a-print, organizatice
changes location, etc.) are not acceptable. ERE records the availability of a
documeet M the time k ceiginally catalogs it. Eventual changes in this
infonuation are a 'Tact of life: gewrally recognized by users. ERIC cannot
attempt to keep abreast of all the changes in exteenal availability for the
thousmels of documents in its database carrying such information.

cl. Contract Number, Language, Geographic Source,
Publication Type, Governmental Status, Target Audience

Emrs in these fields, while of less urgency because limy do not
seriously affect either the ctmtributofs senailities, the basic identity of the
document, or its availability or price, shceld nevertheless be corrected because
they can affect retrieval Worts.

The Ccetract Number, Language, Geographic Source. and Govenunental
Status fields deal with matters of fact that can be objectively determined. There
should be no pmblem in evaluating requested changes to these fields. The
Publication Type and Target Audience fields are Indexing" felds mom
dependent on the subjective judgment of the cataloger and less open to exact
cistemiination.

e. Descriptcr, Identifier

Because of the computer process by which Descriptcas me validated
against the ERIC Thesaurus, aron in the sense of spelling errors do not occur
in this field. However, forma andjor spacing ermrs may still occur (e.g.,
"Data Bases° in lieu of "Databases, and need to be =meted when detected.
Also, valid Descripors that are Incorreclly" assigned for other reasons should
be corrected as they have an impact ou both printed cumulative indexes and on
computer retrieval.

Although Identifiers are validated by computer against the Identifier
Authority List (1AL), the program only calls non-IAL Identifiers to the attention
of the editors and does not automatically delete new Identifieng thus spelling and
&mat errors can occur. Such ar011 should be corrected as they have an impact
on exinted indexes and computer retrieval.

1. Abstract/Annotation

Abstract field changes are expensive in that the entire lengthy fkld must
be re-keyed. Correction of abstract enms are generally limited to those
accessions where: (1) two abstracts have been accidentally switched; (2) lines
of abstract text have been inadvezteely dropped; (3) errors in words have
conveyed significant faulty information (e.g., the word 'insignificant" keyed
instead of "significant").

Minor changes in this field (e.g., spelling or punctuation) should not
normally be rxepted. Errors of this type do not normally have an effect on the
factors referred to previously and can be tolerated without signifwant harm m the
database.
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Abstractor initials are not sip hicant in rely databsse replication and any
errors occurring there need mit be cow.cted postimblication.

3. Responsibility for Making Database Menges

Post-publication changes may be recommended by users or any component of the

ERIC system. ERIC Ciearinghouses routinely neceive copies of the Single Frame
Restrains (SFRs) each moth in advance of the printed RIE issues and have an early
opportunky to detect ernia. All post-publicaticm change recommendation should be
forwarded in writing to the ERIC Facility to the attention of the Facility Editors.

Responsibility for deciding what changes are acceptable and which are rait
acceptable rests with the EEC Facility. In dcult or controversial cases, the Facility

will obtain the concurrence of its Central ERIC monitor before taking final mks.

In all change situation it is useful to keep in mind that the ERIC Facility is
responsible for tlw integrity of the ERIC Master Magnetic Tapes suid the ERIC
Reproduction Service (EDRS) is responsible fix the integrity of the Microfiche Master

Rolls.

4. Vocabulary-Based Backfik Changes

The ERIC Facility (Lexicography Dein/Went) is responsible for making backfile

changes based on lexicographic changes made to the ERIC Thesaurusand/or the Ideuttfter

Authority List (IAL). In such cases, all resumes in the ERIC files affected by the terms
being changed are changed to agree with the latest lexicographk decision. When such
changes involve the deletion of terms and their transfer to another tom or terms (e.g.,

Identifier to Descriptor), they are called "Transfer and Delete" transactions.

5. Schedule for Making Changes

Changes to the RIE and CUE bad:files require the total re-duplication of the

backfile and for economic reasons cannot be made frequendy.

While recommended changes may range across the entire database, the majority
usually concern relatively recent announcements and therefore should be accomplished in

time for the cumulative indexes.

Backfile changes are done twice annually, following the production of the June

and December issues and in connection with the preps:aim of the cumulative indexes.
Typically the backfile correction cycle takes place during the month ci July for the
Janumy-June cycle and during January for tk July-December cycle.

6. Backfile Update Tapes (for Database Retrieval Vendors)

Once a year, bnmediately after completion of the last cumulative index and
backfde update for that year, a tape will be generated containing the full record of every
accession affected by backfile change activity that year. This tepe willbe duplicated and
made available on demand to all retrieval system vendors, and other tape subscribers.

This updating procedure, involving only a relatively small number of records
each time, is to be distinguished from a complete file reload, which reqiiires that all
recceds be replaced.
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C. Procedures for Making Changes

L Clearinghouse Actions

While most recommendgions for database changes come from the ERIC
Clearinghouses, dm procedures noted below also pertain to Central ERIC, the CUE
Publisher, or any other ERIC comment submitting a change.

To request a change, a Clearinghouse should send the Facility, in writing, the

following information:

a. Accession Number (ED or ET Number) of the document or article to be

changed.

b. Title of the accession (to insure against error in recording the accession number).

A Xerox copy of the zesume from the announcement journal is a convenient way
to meet this and the above requirement.

c. Error detected or change to be accomplished. Please be as specific as rumble
so that there is no ambiguity in what should be done.

d. Justification. Fcs outright errors no justification is needed. It is suffickat to
call an enor to the Facility's anemia) arxl to leave the decision as to whether to

correct up to the Facility. However, fa other kinds of changes, the sulmnitter
should provide a reason. If the submitter wants a specifc outcome, that outcome
should be stated andior docurnented.

c. Supporting Documentation. A cc9y of any written communication from the
document/article author or source, pertaining to the change or providing an
explanation of the reason for needing the change, should be attached. If the
requester is not the prhnary author or source of the documert and is 'equating
an alteration be made to the cataloging which would result in tlx requester
replacing or being listed as the primary author or institution. written
communication from the original primary author or contributing institution
agreeing to such a change should be provided. Although rare, on occasion
authon and/or institutions may disagree as to who should be given credit for a
document. It is important that ERIC not act precipitously in such cases, but act
only after the authorized "owner" of the document has agreed to the change.

NOTE: Many requests for changes, especially alterations to cataloging,
originate fan an author or institution first contacting a
Clearinghouse. Prior to actually processing a change request,
it may be advisable for the Clearinghouse to telephone the
ERIC Facility's Senior Editor to discuss the requested change.
Sane requested changes, for example typographical errors,
may already have been conected and thus wall not require any
further action by the Clearinghouse other than feedback to the
requester. In other cases, once the ERIC backfile change
policy is explained to the requester, the request may be
withdrawn.
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Facility Actions

Upon reveipt of the change recommendation, the Facility will:

a. Verify the way the data in question exist on the Master File.

b. Evaluate the change recommendatkm and decide whether it is acceptable or not
acx:eptabk.

c. Consult with Central ERIC (via the Facility monitor) on any problem cases or
controversial dung=

d. If the change is accepted, file it with all ether accepted chmiges to be made at
the next scheduled backfile update.

c. If the change is not accepted, provide feedback to the submitter, where
aPlrorgiate-

f. Make the change, at the next backfile update (every six months).

g. Include the entire changed record on the Backfile Update Tape which will be
made available on demand to all database retrieval venders (as well as all other
tape subscribers).

D. Procedures for Handling Duplicate Records

All duplicates detected in the ERIC Master File should be brought immediately to the
attention of the ERIC Facility. The general procedure is the same as for other kinds of changes.
However, the Facility's final action on tix file is slightly different in that a record is not so much
changed as "de-commissioned" and taken out of circulation.

When dupliones are discomed, the Facility must decide which mord to keep and which
record to, in effect, discard. All other things being equal, the earlier record is retained and the later
record (the one that *duplicated") is discarded. lf, however, the later-waning record is clearly
the superior record in vans of the indexing and abstracting, or if it has a better level of availability
to the publk, then it is possilile to decide in favor of retaining the later mord.

Because the announcement of the duplicate in F M has already taken place and because
its microfiche has already been distributed, it is felt better to "skeletonize" (see next paragraph) the
duplicate record and, by this ;access, take it out of circulation, tether than to totally =puny it
from the tape files. The announcement and distributice that has already taken place cannot be
totally negated and, therefore, it is better for ERIC to retain a record of what has happened than
to have the record involved lost.
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At the same time, it is not desirable for dm duplicate record to continue to emerge as a

result of retrieval activitks or in various publication by-products. In order to prevent this from

happening, dm duplicate is "skeletonieed." That is. all the data elements that index the record are

deleted and a note is inserted that will lead the user to the retained record. The only elements of

a duplicate record that are retained an:

The ERIC Facility will maintain a Master File of all duplicates detected in the ERIC files

postimblication.

E. Special Procedures for Changes Affecting EDRS (e.g., EDRS Avaiktbili0
and Price Changes, Microfiche Header Changes, Refilming, etc.)

The ERIC Document Reproduction Service (EDRS) is a sepante component of the ERIC

system, operating under its own contract and scope of work. Errors created by EDRS during

filming and microfiche productke are corrected by EMS without additional cost to the
Goverrunent. Errors in if* microfiche caused by other ERIC componots may involve a cost to

the Government if refilming and/or redistaution are involved. For this reason, change
recommendations involving refilming and nedistaution require the approvisi of Central ERIC.

Central ERIC also approves all changes involving a reduction in EDRS availability (e.g., Level 1

to Level 2 or 3) based on reproducibility of the document experienced at EDRS.

1. Increasing EDRS Availability

a. From Level 2 to Level 1

This change generally occurs when the some cited for paper copy in

the original announcement at Level 2 has exhausted its stock and is therefore

now willing to let EDRS ieproduce in paper copy, as well as in microfiche cw
other non-paper forms.

(1) Clearinghouse Actions

To request a change, a Clearinghouse should send the Facility,

in writing, the following informatkir

(a) The Accession Number (ED Number) of the document.

(b) The Title of the document (to insure against error in recording

the accession number).

MC Process* sad Refinance Facility X-8
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(c) A copy of the autbmixadon nun the some to make the
change from Level 2 to Level I, or a statesnat Oa the effect
that the Clearinghouse has received such arthacienda&
(Authorization is not requited if the sauce cited in the
annornicemmt was GFO.)

(d) A copy of any written communication from the doormat
source pertaining to the change, or an explanation of the mason

for needing the change.

(2) Facility Actions

Upon receipt of the communicalitm from a Clearinghouse. the

Facility will:

(a) Verify the existing EDRS Availability Level as it appeal; on
the Resume Master File.

(b) Schedule required changes to the mord for the next backfile

correction cycle.

(c) Determine the paper avy price (via current EDRS price
schedules) and inform EDRS, in writing, et the thange,
pmviding the information necessary to accomplish the change

in their =ads.

(d) Keep a permanent file of Level change communications, by

ED number.

(3) EDRS Actions

Upon receipt of the change information from the Facility,
EDRS will alter its records and files as required and will subsequently

fill requests for paper copy as received.

b. From Level 3 to Level I or .2

There is currently no mechanism within the ERIC system for changing

the availability level of Level 3 accessions. The reasons are technical and relate

to the reprographic techniqius used to store and duplicate ERIC micro:ache.

Due to the heavy danand for back collections of ERIC documents, it
is necessary for the microfiche master (and woduction masters) to be on roll

film. It is not warble to splice a previously missing (i.e., Level 3) fiche into

the master roll without damaging the adjacau masters.

This limitation on Level 3 accessions can sometimes be cited in attempts

to acquire copyright releases from contribitors who initially reject giving ERIC

Level 1 or 2 permission.

"e,2
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2. Reducing EDRS Availability

a. From Level 1 to Level 2

This change generally occurs under one of two possibk circumstance&

a document was mistakenly psocessed at Level 1 when the
source intended to authorize only Level 2, or

a document has been food by EDRS's actual experience to
reproduce inadequately (for sale purposes) in paper copy
blowback faun the microfiche.

In the first instance,, salmi usually starts with the Clearinghouses. In the second
instance, action starts with EMS.

(1) Clearinghouse Actions

To request a change, a Clearinghouse should send the Facalty,
in writing, the following information:

The Accession Number (ED Number) of the document.

The Title of the document (to insure against enur in ft:cording
the accession number).

A copy c4' the request from the solace to make the change
from Level l to Level 2, or a statement to the effect that the
Clearinghouse has received such a request.

A copy of any writtas onnumnication from the document
source pertaining to the change, or an expbmation of the reason
kw needing the change.

(2) EDRS Actions

From time to time, EDRS discovers microfiche in the system
that will not reproduce satisfactorily in paper copy. To fall into this
category a significant number of tlie pages of the doctmtant should be
illegible upon blowback. Such documents are ggnerally older
accessions that were filmed priOr to the current evaluation procedures.
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When such a document is discovered, EDRS will send Cent's'
ERIC, in writing. the following information:

The Accession Numter (ED Number) of the document.

The lltle of dv document (to insure against error in recording

the number).

An explanation of the reason that EDRS wants to change the
availability of the document.

Central ERIC will evaluate the request. If reOcted for any
reason, it will be ieturned to EDRS with an esplanade& Approved
requests will be ploperly annotated to this effect and returned to both

EDRS and the Facility.

Upon receipt back frmn Central ERIC of an approved request,

EDRS will:

Adjust its order records to indicate that orders for paper copy
will not be filled. Orders for paper copy will be returned to
the custmners with an explanaticm that they cannot be filled
because of the poor quality of the miginal document

(3) Facility Actions

Upon receipt of a justified rnquest from a Clearinghouse (based

on source's request), the Facility wilt

Verify the existing EDRS Availability Level as it appears on
the Resume Master File.

Schedule required changes to the mad for the next backfile
coirection cycle.

Inform EDRS, in writing, of the change, providing the
infermatkm necessary to accomplish the change in its recmds.

Keep a pains:lent file et Level change conmunicatices, by

ED number.

Upcm receipt of an approved EDRS *downgradingn request
from Central ERIC, the Facility will perform the first, second, and
fourth actions above and will also notify the pmcessing Clearinghouse
of the change.
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h. From Level l er 2 to Levd 3

This change, whkh is very infrequat, generally occurs whom a
document has bees mistakenly processed at lzvel 1 or 2 when the source did not
intend to WW1= such processing. It may also occw if the doomed is eo
illegible that even dm microfiche copy is unsatisfactory. The actions required ale
the same as in the primed= for the Level I to 2 change descrted above.
Whenever possibk, availability from a non-EDRS sot= should be deexmined
for items becoming Level 3 mid should be added to the Availability field during
the backfile coaection process.

3. Microfiche Haulm' Changes

Microfiche headers eidst fir the basic purpose of identifying a given fiche. They
are not changed with the same raidiness that the database is changed unless the enar
interferes with this basic functica

Ccerections should be made to microfiche Imadas in the following instant:az

a. Two microfiche have accidentally switched head=

b. There is an CriOr in the ED number;

c. Significant ditplayed data elements (e.g., author's name) am sufficiently in aror
to either mislead the user or offend the contributor;

d. The microfiche header varies limn the data announced in RIE and contained on
the ERIC master file. (Such an enor is necessmily an EDRS-generated error and
should be called to their attention for routine coirection.)

Because the information for microfiche headers is produced as a by-product of
the processing cf the madhly issue, the header normally will reflect the data as
announced in RIE. Occasionally, however, an error may be detected after the issue has
been forwarded for puNication, but Infore die datofiche haulers have been madam&
If the error is in the data displayed in the header (e.g., pap count, author's name, etc.),
the single Mane ma= page aid the mierceche header are both corrected, thereby
resulting in a minor variance between the microfiche header and the data listed in RIE and
on that issue's computer tape, (Recede changes later comet the master magnetic tapes.)
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4. Refills logs

Infrequently, a microfiche is found to casein a defective document (e.g., missing

Pages or sections, pages mixed up) which makes the item =sable. Usually these

situations are reported by EDRS, a micro&he user, or a purchaser of a reproduced paper

copy. The following actions are then taken:

a. EDRS =tads the Facility and requests a replacement copy.

b. The Facility anemias to obtain a replacement. If the document was oiginally
received via the Facility (e.g., a Federal agency document), then the Facility
Acquisition Department seeks another copy. If the document originated from
a Clearinghouse, the Facility contacts the Clearinghouse and requests anotkr

col:7-

c. If a replacement copy is provided, the Facility paginates the document and
prepares a new Single Frame Resume.

d. A backfile change is prepared awl made at the next update to reflect the change

in page cotmt.

e. The Facility sends the document to EDRS via CenUal ERIC, for prior approval

of the refikning.

1. EDRS then refilms the document and distributes replacement microfiche to its

subscribers.

g. If a replacement document is not available, or when the new corrected
microfiche is available, the user reporting the defect is contacted by the ERIC
component in contact with that user.

NOTE RERanNo AND ITS USUAL CONSEQUENCE.
REDISTRIBUI1ON, ARE EXPENSIVE ACTIONS AND

REQUIRE ME APPROVAL OF CENTRAL ERIC.

ti"N

'um 1992 X-13 ERIC Process* and Refuroce Facaity



Sunenary of Post-Publication Change Procedures

Souroe Requesting Chong%

Chwringbouso EffiC Aunty Action Control ERIC Action
ERIC Document

Reproduction Service (EOM)
Action

Send to ERIC Facety:

. Accession Number (EDiEJ

Number) of reoord requiring

change;

2. Title of documenverticie;

3. Nature of change to be

accomplished;

Copy of Any Authorization or

Written Documentation

SuPPertinOusikhli change.

Check existing record to determine how It
cumntly eau* appears on resume
master Me.

2. Verify that dump Is needed and eviduate
it to see if it is justified (using EPM

guidelines)

Obtain Central ERIC approval for changes

involving reaming by EMS. Consult with
Central ERIC on soy controversial
changes.

Schedule-approved changes into the

beddlie correction cycle. Eventually

make the change to master Me.

Notify requester of disposition of change

request

Notify EDRS of any changes involving

Avallabliity Level, EDRS Price, Mcroliche

Headers, or Reilimings.

Keep permanent records pertainkig to

baddHe changes.

8. Include changed record on annual

baddile update tapes made available to

all tape subscribers.

. Approve (or deny) requests for reMming

put before them by the Fealty (or MRS).

2. 'kWe and consent' with Facility on any
controversial changes for which Facaty
seeks Cental ERIC approval.

. Notify Fad* of any existing ndorofiche
from which satisfactory Mooted' cannot
be rode (for mesa* (*alga to Level 2
or Lave/ 3).

2. Upon reoript of change htkwmatkm Imm
Facaty pertekting to Avaliabliity Levels,
EDRS Price, famed* Headers, or
Reilbnhg after EDRS mow* and Mee
as requimd, end subsequendy fM user
requests acconing to new Level.

Refbning Requests

k Regimings due to EDRS enor will be
accomplished without cost M ERIC and
el be re-dsbibuted to users.

B. RefMnings not due to EDRS enor, but
approved by Central ERIC, wili be
accomplished and redistributed to
users with ERIC billed for agreed-upon
charige.

FIGURE X4: SUMMARY OF PROCEDURES FOR POST-PUBLICATION CHANGES
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INDEX

Database Changes (Post Publication)

A.Saract Changes, X-4
Abstractor Initials, X-5
Acceptable Changes, X-1
Actions.
Central ERIC. X-7, X-8, X-13
asaringlionscs, X-6. X4. X-10
EDRS, X-9, X-10
Facility, X-7, X4, X-11

Alterations vs Corrections, X-1
Annotatioa Changes, X-4
Andkiice, Tama, X-4
Author Changes, X-3
Availability Onuses,
EDO. X-3, X4
Increuing EMS Availability. X-8
Level 1 or 2 to Level 3. X-12
Level I to level 2. X-40
Level 2 to Level 1, X4
Level 3 to Level 1 or X-9
Reducing EMS Availability, X-10

Availability, X-3
Backfile Update Tars, X-5
Central ERIC. X-7. X-g, X-I3
China*,
Alamo, X4
Acceptable, X-1
Aketatioas, X-1
Annotaions, X-4
Author, X-3
Availability. X-3
0earingbouse Actions, X-6. X40
Castors Nougat, X-4
Corractiona. X4
Cussulatiw Indexes, X-5

Point, X-1
Desaiptor, X-4
EDRS Action, X-9, X-10
EDRS Availability. X-3
Facility Actkat. X-7. X-9, X-11
Geograpliic Source, X-4

X-4
Anstitutioas X-3
Journal Citation. X-3
Instificatioo, X4
Language. X-4
Level I or 2 to Level 3. X-12
Level I to Level 2, X-10
Level 2 to Level 1, X4
Level 3 to Level 1 or 2, X-9
Level, X-3
Microfiche Header, X-12
Non-Acceptable, X-I
Pagination. X-3
Price, X4
Prnoedures, X-6, X-14
Publkation Date, X-3
Publication Type, X-4
Rd-doling, X4. X-13

2-2 .)
L.

Report Number, X-3
Respoasibility for, X-5
Schedide. X-5
Target AMMO:, X-4
ride, X-3
Ttansfer sad Delete Transactkme, X-5
Vocabulary-Based. X-5

CUE.
Mon, X-1
Schedule. X-1

Comics.
Journal, X-3

Clearinghouse Actions. X-6, X4, X-10
Ccatract Number, X-4
Conections vs Altmatiom, X-1. X-3
Cuinulative lams, X-5
On-off Point, X-1
Date,

Publication, X-3
Descriptor Onager, X-4
Document,

Availability. X-3
ilefilasing, X4, X-13

Docianattatica,
Supporting, X4

DupState Ramada, X-7
Eaton,
CUE, X-I
ERIC Facility, X-1. X-5

EMS Availaby.
Availability Level, X4
lamming BM Availability, X-$
Reducing EDO Availability, X40

EDRS,
Aram. X4
Availability Increase, X4
Availability Level. X-3
Availability Reduction, X-10
Wm:sofa:be, X4
Price Changes. X4
Raman& X-8, X-13

ERIC Document Berodmtion Service. see EDRS
ERIC Master Magnetic Tapea. X-5
Enna.
Minor, X-3
Spacing, X-4

Actions. X-7. X-9. X-11
Efitors, X-I

Geographic Source Claws, X-4
Goverment Printing Mica, see GPO
Governmental Sims Changes, X-4
GPO, X-9
Heacksa,

Microfiche Header Changes, X-12
Identr Audios* List. X-4, X-5
Identifier amps, X-4
Indexes.
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-Cmindatise. X-5
-Printed. X-3

-Abstractor, X-5
Instingion amps, X-I
kumal Citation Change:, X-3
)016fielltiek

-Database Charges, X4
Language Changes. X-4
Largesse, X4
Level of Availability Oranges, X-3

-Leven or 2 to Laval 3. X-I2
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Introduction
The ERIC Clearinghouse scope ef barest Guide identifies and describes the subject

areas covered by the ERIC Ckatinghouses. While a specific subject save area is an inaagral part

of each indivkhtal EVE Clearinghouse =wad, this Guide maims all of the elarringbouse scope

of interest statements reailly available in one document. This Guide is isiblished separately and

also as Appendix A of the ERC Processimg Manual.

Each Ckaringhouse scope statement is displayed in the following tbree-rrt format

I. Formed Statemmt
A omprehensive and detailed description of the scope area4 mainly for use by

the ERIC Facility in assigning documents (on the basis of their subjea matter)

to Clearinghouses for processing, for Clearinghouses in rtferring documents to

otkr Clearinghouses, and as an aid in indexing a document fivm the point of

view o f more than just one Clearinghouse.

2. Explanatory Notes
Supplementary notes that modify, qual6, and explain the formal statement; for

use primarily within the ERIC network to ensure that operating staff know of
special arrangements for coverage made between or among Clearinghouses.

3. Brief Statements
A sanmary stammer: t for use in broadly clissentinaze4 ostem-wide promotional
flyers and brochures requiring fairly brief treatment of Clearinghouse scope

arras.

Scope of interest statements for each Clearinghouse ate followed by an alphabetical

listing of subject index terms particulatiy applicable to that scope. Tbe tams are made np
primarily, but not necessarily entirely, ei Descriptors from the ERIC Thesauna.

The final section of the Guide contains a composite alphabetical listing of all of the
applicable subject ten= and =mimics, in effect, an overall index to the Guide. It is useful in
bringing together concepts/terms coveted by more than one Clearinghouse, as well as in
determining which Clearinghouse covets a patdcular concept.

In the ixocess of preparing this Guide, each Clearin,ghouse reviewed and updated its own

scope of interest statesamt. The suggested modifications and changes have been edited by the

ERIC Facility for length, standardization of format, and the elimination of ambiguity and
redimdancy. Because the scope of interest statement is an integral part of Clearinghouse
contracts, Central ERIC monitors are required to review and approve the final scope statements

of each Clearinghouse for which they are responsible.

41,
All significant changes or additions to the scope statements of ERIC Clearinghouses

should be reported to the ERIC Facility and the appropriate Clearinghouse monitor.

ERIC aeurleghouse Scope or Inustut Guide Apill 1991
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ADULT, CAREER, AND VOCATIONAL EDUCATION (CE)

SCOPE OF MTTEREST STATEMENT

The Scope of Interest Statement far CE is subdivided into three pans, cortesponding to the three parts of the
Clearinghouse name, as follows:

L ADULT EDUCATION

A. Formal Statement

Research, theory, and practice related to adult and continuing educatice in school, institudonal,
conununity, and work settings. Includes: adult basic education; adult literacy; workplace literacy; family
literacy (when delivered through adult education ptograms); university and cooperative extension effects;
employer-sponsored trainiog sad Inman resource developmen4 kbor/worker education; volunteerism;
consumer education; experiential edwation; militaty educadon; veterans' education; distance education
(for the delivery of adult educative); liNceg learning; educatkoal gaootology (ss related to the
employment of older workers); comnmnity education; community developmen4 self-directed learning;
nonformal and infonnal learning; canctiom education; law =forcemeat and police training; parent
education (when delivered throush adult education or home economics pogroms), and professional
certification and licensing (except as related to demo programs and professional continuing education,
q.v. M.

B. Erplanatoty Notes

Does MX include educational programs for adults covered by other Clearinghouse scopes, e.g., staff
develoranent activities for teachers (SP), continuing professional education for librarians (IR),
university/college faculty developmau (HE), and so forth.

In the overlap area of 'add: literacy" (overlapping with CS and LE, q.v.), CE covers specifically literacy
training of adults (for whoin English is a fitst language) in order to achieve an employability skill level
required for a particular life situation (e.g., occupation, professional skill upgrading, organizational
relationship, family, retirement, and so fonh), including educational progams (adult, continuing, career,
aml vocational) for adults needing a higher level ci English language proficiency fee an adult role than
previously obtained. Does not include adult, family, and workplace literacy as it pertains to Wish-as-a-
second-language grams.

C. Brief Statement

All levels of adult and continuing education from basic literacy training through professional skill
upgrading. The focus is upon factors contributing to the purposeful leatning of adults in a variety of life
situadovs usually related to adult roles (e.g, occupatice, family, leisure time, citizenship, organiattional
relationships, retirement, and so forth).



ADULT, CARMR, AND VOCATIONAL EDUCATION (CE)

IL CAREER EDUCATION

A. Formal Statement

Romarch, theory, and practke related to careerdevelopment awl caaer education frau poschool *tough

oh*, in school, institutional, and business sad industry satin s. baud= self-swarm= and self-
develairmem (as they relate to one's caner); career awuestess, otploratke, &risks maidng, sad

phoning; occupadonal cholaWknowledge and selection of life rolog as= &sage and advance:m.4
work habits and valuog job seeking sod job capbg skills; pay vs. nonpay IMO; ad= CdtiCation

It21041MC MOM and information systems; overcoming bias and staeotyping in carter choker; parental

involvement in cum &along curriculum infusion (o( career education concerns); collaboration a

schoob with community, business, awl industry far career educatka; and inservice and preservice

education for career educadon.

B. Eqlanatory Novel

Don nor include career guidance and counseling (covered by CO) or career assessmem instonnents and

career education prop= evaluation instruments (covered by TM).

C. Brief Statement

Career education for afl ages and populadons in education', institutional, business., and industry settings.

Includes career development progoms for achieving wlf-awareness, career awareness, career choice and

decision maldn& caner implementation, and career change and advancement goals. Also includes

presavice and inservice education for career development.

ezit)
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ADULT, CAREgitt AND VOCATIONAL TDUCATION (CE)

IIL VOCATIONAL EDUCATION

A. Formal Statement

Vocational and technical education at the secondary, postsecondary, and adult levels for the
development of skills needed for employment. Occupational sem covered include: agriculture;
business and officee allkd health mulatto= (that require less than a baccalauraue degree); home
economicg technology education (forme* industrial ansi) trade and industdal; technkul; and
marketing and disttimtive. Within scope are materials on curriculum *nibs and evaluation,
dropout prevention, personiol development, and teacher training, as they relate to vocational
education. The soope also inchiderc cortectional educadon; employment and training ;sustains
(such as those fuuded through the lob Training Partnership Act (TIPA)); youth employmen4
school-to-work transidon; job placement and follow-through; occupadonal psychology aml
sociology; internships; apprenticeships, on-the-job training; cooperative education;

businessiindustrykducatim partnerships; entrepreneunthis vocational rehabilitation; and adult
retmining.

B. F.wlanazoiy Notes

Does not include nonvocatimal aspects of education for the handicapped (coveted by EC) or
nonvocational aspects of education for juvenile offenders (covered by CG).

In the overlap area of vocationaVcatter education for the handicamedigifted, CE ami EC have
speed to the following:

EC ill be responsible for documents in this arca that are:

sponsored by the U.S. Office of Special Education and Rehabilitative Servias
sponsored by state depamnents of special educadon
maimed by msanizadons with which EC shady has formal acquisitions

arra igernents (as determined by the WC Acquisitions Arrangements list).

CE will be responsilile for all documents in this arm not falling under the above criteria.

C. Brief Statement

Vocational and technical education for secondary, postsecondary, and adult populations, including
all service occupations, corrections education, vocational rehabihtadaz, employment and training
program, youth employment, work experience program, eduationibusinessitudustiy partnerships,
entrepreneurship, and adidt retraining.

4 1
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ADULT, CAREER, AND VOCATIONAL EDUCATION (CE)

IV. OVERALL CLEARINGHOUSE BRIEF STATEMENT

AU kvels of aduk and continuing educadat from basic litesscy training through professional sin

upgrading. Canes education sad career devekopment programs kr all ages and populadons in
educational, institudonal, business, and isshistry settings. Vocational and technical edomakin covering

all service occupations kr secondary, postsecondary, and adult populadans.

6 4 2
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ADULT, CAREER, AND VOCATIONAL EDUCATION
APPLICABLE rams

CE

ACADEM/C ACHIEVEMENT
ACADEMIC EDUCATION
ACADEMIC PERSISTENCE

AUTO MECHAMCS
AUTO PARTS CLEWS

COVENSATORY EDUCATION
COMPETENCE
COMPETENCY BASED

ACCESS TO EDUCATION EMERY INDUSTRY EDUCATION
ACCOLMITING BASIC BMW= EDUCATION COMPUTER ASSISTED DESIGN
ACQUWED IMMUNE DEFICIENCY BASIC WWI COPUTER ASSISTED

SYNDROME BLACK TEMPIOYMENT MAMPACTURING
ADMINISTRATOR EDUCATION BLUE COLLAR OCCUPATIONS CONSTRUCTION NOUSTRY
AMAX BASIC EDUCATION IIO3KKIBEFPING COMBER ECONOMICS
AMAX COUNSELING BRICKLAYING CONSLSIER EDUCATION
ADULT DAY CARE ammo TRADES CONSWER FPFEMECTION
ADULT CTEVELOPMENT WANNESS CONTINUATION STUDENTS
ADULT DROPOUTS BUSKIN CORRESPONDENCE CONTINUING EDUCATION
ADULT EDUCATION BUSINESS EDUCATION CONTMING EDUCATION
ACLU EDUCATORS BUSINESS EDUCATION CENTERS
ADULT FARMER EDUCATION TE4CHIDIS CONTINUING EDUCATION UNITS
ADULT R3STER CARE CUNNEEN RESPOWIBILITY COOPERATIVE EDUCATION
ADULT LEARNING BUSINESS BOIS CORPORATE EDUCATION
ADULT LITERACY CORRECTIONAL EDUCATION
ADULT PROGRAMS CABINETMAKING CORRECTIONAL INSTITUTIONS
ADULT READING PROGRAMS CAREER AWARENESS COMECTIONAL REHABILITATION
ADULT STIKENTS CAREER CHANGE CORFESPONDENCE SCHOOLS
ADULT VOCATIONAL EDUCATION CAREER CHOICE CORRESPONDENCE STUDY
ADULTS CAREER COUNSELING COSMETOLOGY
AGE DISCRIMINATION CAREER DEVELOPMENT CRAFT WORKERS
AGENCY COOPERATION CAREER EDUCATKIN CRINNAL LAW
*ONG (INDIVIDUALS) CAREER EXPLORATION CULTURAL DIFFERENCES
AGING EDUCATION CAREER GUIDANCE
AGMBUINNESS CAREER IFFORMATION DAILY LIVIN3 SKILLS
ACIFEALTURAL COLLEGES SYSTEMS DATA PROCESSING
AGRICULTMAL. EDUCATION CAREER LAMM OCCUPATIONS
AGRICULTURAL ENGNEERING CAREER PLANNING DELINQUENCY
AGRICULTURAL LABORERS CAREERS DEMAND OCCUPATIONS
AGRICULTIMAL MACHINERY CAFWENIBY DEMONSTRATION CENTERS
ACIRICLATURAL MACHINERY CHILD CARE OCCUPATIONS DEMONSTRATION PROGRAMS

OCCUPATIONS CHILD CAREGIVERS DEMONSTRATIONS
AGRICULTURAL OCCUPATIONS CITIZEN PARTICIPATION (EDUCAT1OML.)
AGRICULTURAL PERSONNEL CITIZENSHIP EDUCATION DEVELOPMENTAL STAGES
AGRICIXTURAL PRODUCTION CLERGY DEVELOPMENTAL TASKS
AGRICULTURAL SAFETY CLERICAL OCCUPATIONS DICTATION
AGRICMTURAL SKILLS CLEFNCAL WORICERS DISABILMES
AGRICULTURAL TECHNICIANS CLOTHING INSTRUCTION DISADVANTAGED
AGRICULTURAL TRENDS COGNMVE STYLE DISADVANTAGED YOUTH
AGRICULTURE COLLEGE GRADUATES DISLOCATED WORKERS
AIR CONDITIONING COMMUNITY ACTION DISMISSAL (PERSONNEL)
AIR TRAFFIC CONTROL COMMUNITY CENTERS DISPLACED HOMEMAKERS
AIRCRAFT MOTS COMMUNITY DEVELOPMENT DISTANCE EDUCATION
ALLIED HEALTH OCCUPATIONS COMMIMITY EDUCATION DISTRIBUTIVE EDUCATION
ALLED HEALTH OCCUPATIONS COMMUMTY HEALTH SERVICES DRAFTING

EDUCATION COMMUNITY INFORMATION I3RIVER EDUCATION
ALLIED HEALTH PERSONNEL SERVICES DROPOUTS
ANDRAGOGY COMMUNITY INVOLVEMENT DROPOUT PREVENTION
ANIMAL HUSBANDRY COMMUNITY LEADERS DUAL CAREER FAMILY
APPLIANCE REPAIR COMMUNITY ORGANIZATIONS
APPRENTICESHIPS COMMUNITY PROGRAMS EARLY RETIREMENT
ARMED FORCES COMMUNITY RESOURCES ECONOMIC DEVELOPMENT
ARTICUIATION (EDUCATION) COMMUNITY ROLE ECONOMICALLY
ASSESSMENT CENTERS COMMUNITY SCHOOLS DISADVANTAGED

(PERSONNEL) COMMUNITY SERVICES EDUCATION VOUCHERS
ATTITUDES COMMUNITY STUDY EDUCATION WORK
AUTO BODY REPAIRERS COMMUNITY MAVEN'S RELATIONSHP

COMPARABLE WORTH EDUCATIONAL ADMINISTRATION

ERIC Clearinghouse Soaps of hmmust Guk A-5 April 1991
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CE ADULT, CAREER, AND VOCATIONAL EDUCATION
APPLICABLE TERMS

STUDENT CERTIFICATION
STWENT EIVLOYNUENT
STUDENT MOTIVATION
STMIENT REEDS
STUCe4T RECRUITMENT
SUSCULTWES
SUMMED occumknoNAL

EXPERIENCE (AGRICULTURE)
SUPERVISORS
SUPERWORY TRAINBIG
SURVEYS

TASK ANALYSIS
TEACIOM METHODS
TECHMCAL EDUCATION
TECHMCAL INSTITUTES
TECHNCAL OCCLPATIONS
TECHNOLOGICAL

ADVANCE/ANT
TEOMMOLOGICAL LITERACY
TECHNOLOGY EDUCATION
TESTING
TOOL AND DIE MAKERS
TRADE AM) MISTRAL

EDUCATION
TRADE AND INDUSTRIAL

TEACHERS
TRAINEES
TRAINERS
TRABIONG
TRAIIRIG ALLOWANCES
TRAINING METHODS
TRAINING OBJECTIVES
TRANSFER OF TRAINING
TYPEWRMING

LAWEREMPLOYMENT
LKEMPLOYMENT
UNIONS
UNSKILLED OCCUPATIONS
LASKILLED WORKERS
Lwow AREAS
LFISAII EXTENSION

VETERANS
VETERANS EDUCATION
VOCATIONAL ADJUSTMENT
VOCATIONAL APTITUDE
VOCATIONAL ERECTORS
VOCATIONAL EDUCATION
VOCATIONAL EDUCATION

TEACHERS
VCCATIONAL ENGUSH (SECOND

LANGUAGE)
VOCATION& EVALUATION
VOCATION& FOLLOWUP
VOCATIONAL INTERESTS
VOCATIONAL MATURITY
VOCATIONAL REHABIUTATION
VOCATIONAL SCHOOLS
VOCATIONAL TRAINWS3

CENTERS

VVIAPITARY AGENCIES
VOLIMITEER TRAINING
VOLMITEERS

WEEKEND PROGRAMS
MENG
WELFAFE REEPENTS
WHITE COLLAR OCCUPATIMIS
WODEACRONG
WM PROCESSING
WORK ATTITLCES
WORK DIVIROPAIENT
WORK ETFUC
WORK EXPERIENCE
WORC EXPEFWENCE PROGRAMS
WORK STUDY PROGRAMS
WORKERS COMPENSATION
WORM CLASS
WORKING HEMS
WORKPLACE UTERACY
INORKENOPS

YOUNG ADULTS
YOUNG FAFSUER EDUCATION
YOUTH CLUBS
YOUTH EMPLOYMENT
YOUTH OPPORTUNITIES
YOUTH PROGRAMS

AprIS 1991 A-9 ERIC Cleetinghouse Scope of Interest Guide



COUNSELING AND PERSONNEL SERVICES (CC)

SCOPE OF IMEREST STATEMENT

A. FORMAL STATEMINT

I. General

Reparation, pracdce, supervision, and evahation of counselors, student affairs personnel, and other
helping specialists at all ednratkoal levels and in all settings.

Coimseling, gni:lance, and personnel savices available in educational, rehabilitation, military,
employment, and community sedhip.

Counseling and guidance program development, hnpkinentation, and evaluation.

Cat= counseling, career guidance, and career development programs at all levels and settings.

Ethical issues, certification, lie:mum sad other legal maims relating to the field of counseling and
guidance.

Use and results of personnel plaices such as testing, interviewing, infounatirai dissemination, and data

&nark

Multicultural, minority, and gender-focused counseling and development programs.

Student development and student affaits in colleges and universities.

Adult development, transitions, and aging (including gemmology).

2. Counseling and guidance services in the following specific wear

Aging, grief, and dying;
Mcohol and drug eclucation;
College-level career plowing and placemen4
Consultation with smdents, families, educatots, and professionals;
Comsat% for learning and study skills;
Dropout klentificatkm, prevention, and rehabilitation;
Eating disorders (anorexia nervosa, bulimia);

Echicadcmal, career, and life phinnhig;

EallAcTabilitY ski*
Family life, divrave, remarriage, stepfamilies, crie-patuu families;
Group counseling, group therapy, and group dynamics (group poems); and
Marriage and family coimselhig;
Mental health counseling;
Mid-life ewer changes;

.6'47
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COUNSELING AND PERSONNEL SERVICES
APPLICABLE TERMS

ABORTIONS
ACADEMIC ASIRRATION
ACISEVEMENT NEED
ACQUIRED MILNE DEFICIENCY

SYNDROME
ADJUSTMENT (TO ENVIRONMENT)
ADOLESCENT DEVELOPMENT
ADOLESCENTS
ADULT COUNSELING
ADLE.T DEVELOPMENT
AFFECTIVE BEHAVIOR
AGE DIFFERENCES
AGE INSCRMINATION
AGGRESMON
AGING (INDIVIDUALS)
ALCOHOL ABUSE
ALCOHOL EDUCATION
ALCOHOLISM
ALIENATION
AlZHEIMEFIS DISEASE
ANDROGYNY
ANOREXIA NIEFIVOSA
ANXIETY
ATTITUDE CHANGE

BATTERED INTOMEN
BEHAVIOR CHANGE
BEHAVIOR MODFCATION
BEHAVIOR PATTERNS
BIBUOTHERAPY
BODY IMAGE
BUUMIA
BURNOUT

CAREER AWARENESS
CAREER CHANGE
CAREER CHOICE
CAREER COUNSELING
CAREER DEVELOPMENT
CAREER EXPLORATION
CAREER GUIDANCE
CAREER MANNING
CAREGNERS
CHANGE AGENTS
CHANGE STRATEGIES
CHILD ABUSE
CHILD NEGLECT
CHILD SUPPORT
CHILDLESSNESS
CHRONIC ILLNESS
CLASSROOM ENVIRONMENT
CLIENT CHARACTERISTICS

(HUMAN SERVICES)
COCAINE
COCOUNSELING
COGNITIVE STYLE
COHABITATION
COLLEGE SOUND STUDENTS
COLLEGE CHOICE
COLLEGE ENVIRONMENT
CONFIDENTIALITY
CONFUCT RESOLLMON

ERIC Clearinghaues Soaps at Interest Guide

COMMENCE (PSYCHOUXIY)
CONSIXTANTS
CONTRACEPTION
coma
CORFECTIONAL INSTITUTIONS
CORRECTIONAL REHABILITATION
COUNSEUNG
COMSEUNG a:19=VMSEI
COUNSELING OBACTIVES
COUNSELNIKI SERVICES
CX3UNSEUNG TECHNIQUES
COLISEUMS 'MORES
COUNSB.OR ATTITUDES
=WWI CerWICATION
COIXISELOR CHARACTERIEMCS
COUNSELOR CLIENT

RELATIONSI4P
COUNSELOR EDUCMORS
COUNSEUOR EVALUATION
COUNSELOR PERFORMANCE
COUNSELOR QUAUFICATIONS
COUNSEUM ROLE
COUNSELOR SELECTOON
COUNSELOR TEACHER

COMERATION
COUNSELOR TRAINING
COUNSELORS
CRIME
CRIME PREVENTION
C19IMINALIS
CRISIS INTERVENTION
CROSS CULTURAL STUDIES

DEATH
DELINQUENCY
DELINQUENCY CAUSES
DELINQUENCY PREVENTION
DELINQUENT BEHAVIOR
DEUNQUENT REHABILITATION
DEPRESSION (PSYCHOLOGY)
DISCLOSURE
DISPLACED HOMEMAKERS
DIVORCE
DRINKING
DRIVING WHILE INTOXICATED
DROPOUT ATTITUDES
DROPOUT CHARACTERISTICS
DROPOUT PREVENTION
DROPOUT PROGRAMS
DROPOUTS
DRUG ABUSE
DRUG ADDICTION
DRUG EDUCATION
DRUG REHABILITAT/ON
DRUG THERAPY
DRUG USE
DUAL CAREER FAMILY

EARLY PARENTHOOD
EMOTIONAL ADJUSTMENT
EMOTIONAL DEVELOPMENT
EMOTIONAL PROEILEMS

A-11

645

CG

EMOTIONAL. RESPONSE
EMPATHY
EAWLMED PARENTS
EMPLOYED WOMEN
EAS*LOYMENT COUNSELORS
EMPLOYMENT PMENTIAL
EQUAL EDUCATION
EQUAL OPPORTUNITIES (JOSS)
EQUAL PROTECTION
ETHNICITY

FAMILY ATTITUDES
FAMILE CAREGIVERS
FAMILY COUNSEL/NG
FAMILY STRUCTURE
FEMINISM
FRAIL ELDERLY
FUTURES (OF SOCIETY)

GERIATRICS
GERONTOLOGY
GRIEF
GROW, COUNSELING
GROUP DYNAMICS
GROUP GUIDANCE
GROUP THERAPY
GLSDANCE
GUIDANCE CENTERS
GUIDANCE OBJECTIVES
GUIDANCE PERSONNEL
GUIDANCE PROGRAMS

HEALTH CARE COSTS
HEALTH PROMOTION
HELP SEEKING
HELPING RELATIONSHIP
HELPLESSNESS
HIGH RISK PERSONS
HIGH RISK STUDENTS
HOMOSEXUALITY
HOSTILITY
HUMAN RELATIONS
HUMAN SERVICES

ILLEGAL DRUG USE
INDEPENDENT LNING
INDIVIDUAL CHARACTERISTICS
INDIVIDUAL COUNSEUNG
!MINIMAL NEEDS
INDIVIDUAL PCIWER
INDIVIDUAL PSYCHOLOGY
INTERPERSONAL ATTRACTION
INTERPERSONAL

COMMUNICATION
INTERPERMAL COMPETENCE
INTERPERSONAL RELATIONSHIP
INTERVIEW'S
INTIMACY

JOB APPLICANTS
JOB PERFORMANCE
JOB PLACEMENT

Mandl 1991



CG
COUNSEUNC AND PERSONNEL SERVICES

APPLICABLE TERMS

JOB SATISFACTION
JOB SEARCH METHODS
JUVENILE COURTS
JUVENILE GANGS

LEADERSHIP
LEADERSHIP QUALITIES
LEADERSHIP RESPONSIBIUTY
LEADERSHIP STYLES
LFE EVENTS
LFE SATISFACTION
LWE STYLE
LOCUS OF CONTROL
LONEUNESS
LONG TERM CARE

MARUUANA
MARITAL INSTABIUTY
MEMORY
MENTAL HEALTH
METACOONMON
MICROCOUNSEUNG
MODELING (PSYCHOLOGY)
MORAL DEVELOPMENT
MORAL VALUES
MORALE
MOTIVATION

NEEDS
NEEDS ASSESSMENT
NONCOLLEGE BOUND STUDENTS
NONDIRECTIVE COLKSEUNG
NONTRADITIONAL OCCUPATIONS
NONTRADITIONAL STUDENTS
NUCLEAR FAMILY

OBESITY
OCCUPATIONAL ASPIRATION
OCCUPATIONAL INFORMATION
OLD OLD ADULTS
OLDER ADULTS
OVERACHIEVEMENT

PARENT ASPIRATION
PARENT CHILD RELATIONSHIP
PARENT COUNSELING
PARENT INFLUENCE
PARENT RESPONSIBILITY
PARENT ROLE
PEER ACCEPTANCE
PEER COUNSELING
PEER EVALUATION
PEER GROUPS
PEER INFLUENCE
PEER RELATIONSHIP
PERSONALITY ASSESSMENT
PERSONALITY CRAIVE
PERSONALITY DEVEL,MMENT
PERSONALITY PROBELMS
PERSONALITY TRAITS
PERSONNEL SELECTION
PLACEMENT

PRACTIOLN SLPERVISION
PREGNANT STUDENTS
PREVENTION
PRISONERS
PROBLEM CIBLDREN
PROSOCIAL BEHAVIOR
PSYCHATRY
PSYCHOLOGICAL

CHARACTERISMS
PSYCHOLOGICAL EVALUATION
PSYCHOLOGICAL NEEDS
PSYCLOGICAL PATTERNS
PSYCHOLOMCAL SERVICES
PSYCHOLOGICAL STLNXES
PSYCHOTHERAPY
PUPIL PERSONIEL SERVICES
PUPIL PERSONNEL WORKERS

QUALITY OF LIFE

RACIAL ATTITLVES
RACIAL DIFFERENCES
RACIAL DISCRIMINATION
RAPE
RATIONAL EMOTIVE THERAPY
RECALL (PSYCHOLOGY)
RECIDIVISM
RECOGNITION (PSYCHOLOGY)
REHASIUTATION COUNSEUNG
REJECTION (PSYCHOLOGY)
RELAXATION TRAINING
REMARRIAGE
RESIMENT ASSISTANTS
RETENTION (PSYCHOLOGY)
RETIREMENT
ROLE CONFUCT
ROLE PERCEPTION
ROLE PLAYING
ROLE THEORY
RUNAWAYS

SCHOOL COUNSELING
SCHOOL COUNSELORS
SCHOOL GLXDANCE
SCHOOL PSYCHOLOGISTS
SCHOOL SOCIAL WORKERS
SELF ACTUAUZATION
SELF CONCEPT
SELF CONGRUENCE
SELF CONTROL
SELF EFFICACY
SELF ESTEEM
SELF EVALUATION (INDIVIDUALS)
SEX BIAS
SEX DIFFERENCES
SEX DISCRIMINATION
SEX FAIRNESS
SEX ROLE
SEX STEREOTYPES
SEXUALITY
SIBLINGS
SMOKING

u

SOCIAL ADILISTIMNT
SOCIAL BEHAVIOR
SOCIAL COGNITION
SOCIAL EXCHANGE THEORY
SCCIAL ISMATION
SOCIAL PSYCHOLOGY
SOCIAL SUPPORT GROUPS
SOCIAL WORKERS
SOCIAUZATION
SPOUSES
ST.% US NEED
STRESS VARIABLES
STUDENT AMILISTMENT
STLOENT AUENATION
STLVENT PERSONNEL SERVICES
STUDENT PERSONNEL WORKERS
STUDENT RIGHTS
STUDENT WELFARE
SUICIDE

TERMINAL ILLNESS
THERAPEUTIC ENVIRONMENT

VALUE JUDGMENT
VALUES
VALUES CLARIFICATION
VICTIMS OF CREME
VIOLENCE
VOCATIONAL INTERESTS
VOCATIONAL REHABILITATION

WIDOWED
WITHDRAWAL (PSYCHOLOGY)
WOMENS STUDIES

YOUNG OLD ADULTS
YOUTH PROBLEMS
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READING AND COMMUNICATION SKILLS (CS)

SCOPE OF INTEREST STATEMENT

L FORMAL STATEMENT

All aspects of coninnmicatkni skills in English as a first languagereading, writing, speaking, and listeninghow they
are interrelated, and how they are taught, kindeagarten &tough oda. Includes:

Reading
The nanny of return* and how it is taught, including research on psycholinguistic and sociolinguistic aspects of
reading, cognitive and linguistic developing in reading, reading instructice methods and materials, clinical and
remedial strategies for cwercoming reading problems, and the application of reading skills to subject-matter teaming,
finakeet reading or literacy, and reading for enjoyment. Includes Yantily literucy" (i.e., adults and their children
wtsking together ce reactmg, writing, and speaking to inigove the literacy of the entire family) and the study of
literature in the school curricultun. Includes all aspects of reading behavior (with emphasis on physiology,
psychology, and sociology), instructional materials, cuiricula, tests/measurement, methodology, and the role of
hliraries and other agencies hi fostering and guiding leading.

English
Teaching of the English language to native speakets, including pammar, punctuation, syntax, semantics, etc.
Includes the study of English and American Menhir; and literature translated into English from other languages.

Writing
Development of and instruction in writing abilities, including research on the nature of these abilities and their
acquisition. Includes: (I) writing as a series of composing and revising processes: pre-writing activities, drafting,
revising, editing, and producing final copy; (2) the nature of and instruction in creative writing; (3) the acquisition
and remediation of functional writing skills, i.e., writing as an aspect of literacy. Includes research and instruction
on spelling (invented and standard), writing across the curriculum, and "writing to learn.'

Literacy
Literacy in English as a first language. Literacy concerns of the normal K-college educational track and of adults
worldng with their children (sometimes called Yrunily literacy' or 'inter-generational literacy"). The teaching of
reading and writing in English to kindergarten through adult students of norzal Fofickng, for whom English is
their native language. Includes diagnostic services and remedial strategies for ovenloming problems blocking
proficiency in such students. NOTE: 'Literacy edwation" is often used in the literature to mean 'reading and
writing education.'
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READING AND COMMUNICATION SKILLS (CS)

Bliff7 STATEMENT

Reading and writing, English (as a first language), and communicadons skills (ver(al and nonverbal), kindergarten
through college. Includes family or intergenarational literacy, Le., obits working with their children. Resew& and
instructional development in reading, writing, spmking, and listening. Idendlication, disposis, and temediation of
reading Fabians. Speech commuticathm (including foreasics), mass conummicatica (including journalism),
interpersonal and small group interaction, oral interpremdcm, rhacrical and carnmmicatice them, and theater/drama.
Includes all aspects of reading behavior, with mph's& on: (1) physiology, psychology, and sociology; (2)
instructional materials, curricula, teaching methodology, and testsimeasuremen4 and (3) the role of liliaries and other
agencies in fostering and guiding reading. Preparation of insteuctional staff and related persamel in all the above
am
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READING AND COMMUNICATION SKILLS
APPLICABLE TERMS

CS

ACADEMIC DISCOURSE
ACTING
ADOLESCENT LITERATURE
ADULT SAW EDUCATION
ADIA.T EDUCATION
ADULT LITERACY
ADULT REALXNG PROGRAMS
ADVANCE ORGANIZERS
ADVERTISING
AUDIEICE ANALYSIS
AUDIENCE AWARENESS
AUDIENCE RESPONSE
AUDIENCES

BASAL READING
BASIC WRITERS
BASIC WRITIK1
BEGINNING READING
BEGINNING WRITING
&Am LITERATURE
BUSINESS COMMUNICATION
BUSINESS CORRESPONDENCE

CENSORSHIP
CHILDRENS LITERATURE
CHILDRENS TELEVISION
CHILDRENS WRITING

4111
CHORAL SPEAKING
CLASSROOM COMMUNICATION
CLOZE PROCEDURE
COHESION (WRITTEN

COMPOSITION)
COLLABORMIVE WRITING
COLLEGE ENGLISH
COMMERCIAL TELEVISION
COMMUNICATION (THouGHT

TRANSFER)
COMMUNICATION APPREHENSION
COMMUNICATION BEHAVIOR
COMMUNICATION CONTEXT
COMMUNICAT/ON DISORDERS
COMMUNICATION PATTERNS
COMMUNICATION PROBLEMS
COMMUNICATION RESEARCH
COMMUNICATION SKILLS
COMMUNICATION STRATEGIES
COMMUNICATION, VERBAL
COMPOSITION THEORY
CONFLICT RESOLUTION
CONTENT AREA READING
CONTENT AREA WRITING
CONTEXT CLUES
CONVERSATIONAL MANAGEMENT
CORRECTIVE READING
CREATIVE DRAMATICS
CREATIVE THINKING
CREATIVE WRITING
CRITICAL READING

110
CRITICAL THINKING
CRITICAL VIEWING
CULTURAL AWARENESS
CULTURAL BACKGROUND

CULTURAL CONTEXT
CLLTLRAL DIFFEMNCES
CULTMAL INTERRELATIONSHIPS
CULTURAL LITERACY
CULTURAL PLURALISM
CULTURAL SENSITNITY
CMSIVE WRITING

DAIVE
DEBATE
DEBATE FORMAT
DEBATE STRATEGIES
DEBATE THEORY
DEBATE TOURNAMENTS
DECISION MAKING
DECISION MAMA SKILLS
DECODING (READX4G)
DESCRIPTNE WRITING
DIALOGLE JOURNALS
DIFFLS/ON (COMMUNICATION)
DIRECTED READING ACTIVITY
DISCOURSE ANALYSIS
DISCOURSE MODES
DISCOLWISE ORGANIZATION
DRAMA
DRAMA WORKSHOPS
DRAMATIC PLAY
DRAMATICS
DYSLEXIA

EARLY READING
EDITING
EDITORIALS
EDITORS
EIGHTEENTH CENTURY

LITERATURE
EMOTIONAL RESPONSE
ENGLISH
ENGLISH CURRICULUM
ENGLISH DEPARTMENTS
ENGLISH INSTRUCTION
ENGLISH LITERATURE
EXPOSITORY WRITING
EXTRAVERSION INTROVERSION

FABLES
FEEDBACK
FEMALES
FEMINISM
FEMINIST CRITICISM
FICTION
FIGURATIVE LANGUAGE
FILM CRITICISM
FILM INDUSTRY
FILM PRODUCTION
FILM STUDY
FILMS
FOLK CULTURE
FOLKLORE
FOLKTALES
FREEDOM OF SPEECH
FRENCH LITERATURE

6 u

FRESHMAN COMPOSMON
FLMICTONAL LITERACY
RAICTIONAL READING

GERMAN UTERATURE
GRAPHIC ORGANIZERS
GREEK LITERATURE
GROUP DYNAMICS

HANDWRMNG
HEALTH COMMUNICATION
HIGH INTEREST LOW
VOCABULARY

HISPANIC AMERICAN LITERATURE
HISTORICAL RHETORIC
HMAN RELATONS
HLXAANITIES

HUMANITIES INSTRUCTION

IDENTIFICATION (PSYCHOLOGY)
ILLITERACY
INDEPENDENT REATXNG
INDIVIDUALIZED READING
INFERENCES
INFORMAL READING
INVENTORIES
INTERACTION
INTEROLLTURAL

COMMUNICATION
INTERGROUP RELATIONS
INTERPERSONAL ATTRACTION
INTERPERSONAL

COMMUNICATION
INTERPERSONAL COMPETENCE
INTERPERSONAL RELATIONSHIP
INTERVIEWS
INVENTED SPELUNG
INTIMACY
ITALIAN LITERATURE

JEALOUSY
JOURNAL WRITING
JOURNALISM
JOURNALISM EDUCATION
JOURNALISM HISTORY
JOURNALISM RESEARCH

LABOR RELATIONS
LANGUAGE ARTS
LANGUAGE EXPERIENCE

APPROACH
LANGUAGE USAGE
LAYOUT PUBLICATIONS
LEGENDS
LETTERS (CORRESPONDENCE)
LIBEL & SLANDER
LISTENING
LISTENING COMPREHENSION
LISTENING COMPREHENSION

TESTS
USTENING GROUPS
LISTENING HABITS
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READING AND COMMUNICATION SKILLS
APPLICABLE TERMS

LISTENING SKILLS
LISTEPONG STRATEGIES
LITERACY
LITERACY AS SOCIAL PROCESS
LITERACY EDUCATION
LITERARY CANON
UTERARY CRITICISM
LITERARY DEVICES
LITERARY GENRES
LITERARY HISTORY
LITERARY POUTCS
LITERARY STYLES
LITERARY THEORY
LITERATURE
LITERATURE APPRECIATION
LITERATURE BASED INSTRLCTION
LITERATURE INSTRUCTION
LOCAL MEDIA
LOCAL NEWS
LYRIC POETRY

MARKETING
MASS Mob%
MASS LEM EFFECTS
MASS MEDIA ROLE
MASS NEDIA LSE
MEDIA ADAPTATION
MEDIA BIAS
MEDIA COVERAGE
MEDIA RESEARCH
MEDIA ROLE
MEDIA SELECTION
MEDIEVAL LITERATURE
METAPHORS
MEXICAN AMERICAN LITERATURE

NARRATIVE TEXT
NEW JOURNALISM
NEWS MEDIA
NEWS REPORTERS
NEW SOURCES
NEWS STORIES
NEWS TOPCS
NEWS WRITING
NEWSMAGAZINES
NEWSPAPERS
NINETEENTH CENTURY

LITERATURE
NONFICTION
NONPRINT MEDIA
NONVERBAL COMMUNICATION
NORTH AMERICAN LITERATURE
NOTETAKING
NOVELS

ORAL ENGLISH
ORAL INTERPRETATION
ORGANIZATIONAL CHANGE
ORGANIZATIONAL CU MATE
ORGANIZATIONAL

COMMUNICATION
OUTUNING (DISCOURSE)

PARAGRAPH COMPOSITION
PARALLELISM (UTERARY)
PARTIMATIVE =SION MAKING
PERSONAL NAMATIVES
PERSUASIVE DISCOURSE
PHOTOJOURNALISM
PCTURE BOOKS
PLAGIARISM
PLAYWIVTING
POETRY
POETS
POUTICAL (=am NicArioN
POLITICAL RHETORIC
PREREADING EXPERIENCE
PRESS OPINION
PRESS FESPONSIBILITY
PRESS ROLE
PREWRIT040
PROGRAMING (BROADCAS
PROOFREADM
PROPAGANDA
PROSE
PUBLIC COIS4UNICATION
PUBLIC RELATIONS
PUBLIC SPEAKING
PUBLIC TELEVISION
PURPOSE (COMPOSMON)

RADIO
READABILITY
READABILITY FORMULAS
READER RESPONSE
READER TEXT RELATIONSHIP
READERS THEATER
READING
READING ABILITY
READING ACHIEVEMENT
READING ALOUD TO OTHERS
READING ASSIGNMENTS
READING ATTITUDES
READING BEHAVIOR
READING CENTERS
READING COMPREHENSION
READING CONSULTANTS
READING DIAGNOSIS
READING DIFFICULTIES
READING FAILURE
READING FLUENCY
READING GAMES
READING HABITS
READING IMPROVEMENT
READING INSTRUCTION
READING INTERESTS
READING MATERIAL SELECTION
READING MATERIALS
READING MOTIVATION
READING PROCESSES
READING PROGRAMS
READING RATE
READING READINESS
READING READINESS TESTS
READING RESEARCH

--
6 0

WADING SIG.LS
WADING SPEAKIM3

RELATIONSMP
READW4G STRATEGIES
READOKI 1TACHERS
READING TESTS
READO40 WIVTING RELATIONSHIP
RECALL (PSYCHOLOGY)
RECOMITION (PSYCHOLOGY)
RECREATIONAL REACXNG
IVMEDIAL READING
MEDIAL READMIG SERVICES
REPEATED READINGS
FESEARCH PAPERS (STUDENTS)
RESPONSE TO LITERATURE
RETENTION (PSYCHOLOGY)
REVISION WITTEN

COMPOSITION)
RHETORIC
RHETORCAL CRITICISM
RHETORICAL DEVICES
RHETORICAL EFFECTIVENESS
RHETORICAL INVENTION
RHETORICAL STRATEGIES
RHETORICAL THEORY

SCHEMATA (COGNITION)
SCHOARLY WRITING
SCHOOL NEWSPAPERS
SCHOOL PUL'ICATIONS
SCIENCE FICTION
SELF CONCEPT
SELF SELECTION (READING)
SEVENTEENTH CENTURY

LITERATURE
SHORT STORIES
SIGHT VOCABULARY
SILENT READING
SIXTEENTH CENTURY

LITERATURE
SOCIOLOGY OF READ4NG
SONNETS
SPANISH LITERATLRE
SPEAKING THINKING

RELATIONSHIP
SPEAKING WRITING

RELATIONSHIP
SPEECH
SPEECH COMMUNICATION
SPEECH CURRICULUM
SPEECH EVALUATION
SPEECH HABITS
SPEECH INSTRUCTION
SPEECH SKILLS
SPEED READING
SPEWNG
SPELLING INSTRUCTION
SPEWNG PATTERNS
STORY TEWNG
STORY WRMNG
STUDENT JOURNALS
STUDENT PUBLICATIONS
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READING AND COMMUNICATION SKILLS
APPLICABLE TERMS

CS

STUDENT WRMNG MODELS
STLOY SKILLS
SUPPLEMENTARY READING

MATERIALS
SUSTAINED SILENT READING
SYMMS (1.ITERARY)

TECHNICAL WRMNG
TELECOMMICATIONS
TELECONFERENCING
TELEIASION
TELEVISION COMMERCIALS
TELEVISION CRMCISM
TELEVISION CURRICULUM
TELEVISION UTERARY
TELEVISION NETWORKS
TELEMSIC*I NEWS
TELEVISION RESEARCH
TELEVISION ROLE
TELEVISION VIEWING
TELEVISION WRITING
TEXT FACTORS
THEATER ARTS
THEME (UTERARY)
THINKING SKILLS
TOTAL COMMUNICATION
TWENTIETH CENTURY

UTERATLRE

VERBAL COMMUNICATION
VISUAL LITERACY
VOCABULARY
VOCABULARY DEVELOPMENT
VOCABULARY SKILLS

WHOLE LANGUAGE APPROACH
WOMENS LITERATURE
WORD RECOGNITION
WORLD LITERATURE
WRMNG (COMPOSITION)
WRITING ACROSS THE

CURRICULUM
WRITING APPREHENSION
WRITING ASSIGNMENTS
WRITING CONTEXTS
WRITING DIFFICULTIES
WRITING EVALUATION
WRITING EXERCISES
WRITING FOR PUBUCATION
WRITING IMPROVEMENT
WRMNG INSTRUCTION
WRITING LABORATORIES
WRITING PROCESSES
WRITING READINESS
WRITING RESEARCH
WRITING SKILLS
vvRrnNo STRATEGIES
WRITTEN LANGUAGE

YEARBOOKS
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EDUCATIONAL MANAGEMENT (EA)

SCOPE OF INTEREST STATEMENT

FORMAL STATEMENT

Educational management encompasses all aspects et the severance, leadership, administration,

and structure of publk and private educational organizations at the elementaty and secondary levels.

(1)

This includem

The preseavice and inservice preparation of administrators, including traditional and innovative

training papaws, mentorships, and assessment centas.

(2) The social, political governmental, community, technological, and legal ratexts of educational

organizations, including societal treads, new teclmological devebpments, political issues, state

and fedend Fograms, policies, and legal requirements affecting the operation of schools.

(3) The planning, design, construction, equipping, furnishing, maintenance, and renovation, of
educational facilitiesthe physical envinannent for leaming(at all academic levels, see note).

(4) The toles and responsibilities of kcal and state boards of education in educational governance.

Strategic planning and the development, implememation, effects, and evaluation of educational

policies.

(5) Educationel finance, state and federal fmancial support, local school budgets and bond issues,

and financial equity issues.

(6) Methods and varieties of district and school organization and structure, including grade
organization optices, traditional and alternative schools, school choice issues, rescheduled

school year plaus, alternative district and school decision-making structarre, and restructuring

issues.

(7) The tasks and processes of educational administration: business management; public relations;

staff petsonnel administration (recruitment, selection, induction, evaluation, collective
bargaining, affirmative action); pupil petsonnel administration; pupil tramportation; conflict
management; management applications of computers and other technologies (data proomsing,

management information systems, simulation models, management of instructional
technology); quantitatve tnerhods (operations research, systems analysis); program evaluation.

(8) Leadership of the instnictional process: defining the school's mission; managing and
overseeing curriculum and instruction; promoting a positive learning climate; observing and

providing feedback to teachers; assessing the instructional program and its effectiveness.

ERIC Cleminghouse Soope of lowest Gukio A-21
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Educational Management (EA)

IL EXPLANATORY NOTES

1. Educadonal Facilities (journal artkles)
Most education facilities journals soya all mukluk levels. Although EA's scope is normally
restricted to elementary sad secondary education, an exception is made in this case so that EA

can cover all articles in these *muds, regardless of level.

2. Teacher Evaluation
Teacher EV2111811011 is an oveziap tura between EA and SP (snd occasionally TM). Because

Teacher Evaluaticat is usually the responsibility of ackninistrators, it is of interest to EA and

is considered in scope. Because ft concems teacher education, however, it is also of interest

to SP. (The evaluation process itself may occasionally by of interest also to TM). It has been
agreed that 'materials dealing with the elfrcts of teacher evaluation on teacher education
(pmgrains, curriaida etc.) are to be cvrtsidemd in NI 's scope area'

3. Clientele (as an indicator of subject interests)
The EA clientele fall into the following four categones:

a. Educational polizymakets at the naticesl, state, and local levels, e.g., legislators, state

edueation departtnent personnel, school board members.

b. Facilities in educational administration at colleges and universities, e.g., researchers

trainers of teachers and administrators.

c. Educational practitioners at all levels, e.g., administrators, supervisors, public relations

directories, business officials, legal advisors, and teachers.

d. Parents (as they become more involved in matters of educational governance).

BRIEF STATEMENT

All aspects of the governance, leadership, administration, and structure of public and private

educational organizations at the elementary and secondary levels, iucluding the provision of physical

facilities for their openuion.

b
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EDUCATIONAL MANAGEMENT
APPLICABLE IMO

ACADEMIC ACHIEVEMENT
ACADEMIC FAILURE
ACADENC FREEDOM
ACCESS TO EDUCATION
ACCESSIBILITY (FOR DISABLED)
ACCIDENT PREVENTION
ACCOMITABIUTY
ACOUSTIC INSULADON
ACOUSTICAL ENVIRDNMENT
ACQUIRED IMMUNE DEFICIENCY

SYNDROME
ADANNISTRATION
AMONISTRATIVE CHANGE
ADISNISTRATIVE OR3ANIZATION
ADASNISTRATIVE POLICY
ADASNISTRATIVE PRINCIPLES
ADISNISTRATIVE PROBLEMS
ADMINISTRATOR ATTITLCIES
ADMINISTRATOR CERTIFICATION
ADUNISTRATOR

CHARACTERISTICS
ADANNISTRATOR EDUCATION
ADMINISTRATOR EFFECTIVENESS
ADMINISTRATOR EVALUATION
ADMINISTRATOR Gums
ADIIMNISTRATOR QUALFICATIONS
ADMINISTRATOR RESPONSIBILITY
ADIUNISTRATOR ROLE
ADWISTRATOR SELECTION
ADASNISTRATORS
ADASSSION (SCHOOL)
ADOPTION (IDEAS)
ADVISORY COMMITTEES
AFFIRMATIVE ACTION
AFTER SCHOOL PROGRAMS
AGE DISCRIMINATION
AGENCY COOPERATION
AIR COkDITIONING
AIR FLOW
AIR POLLUIION
AIR STRUCTURES
ALARM SYSTEMS
ALCOHOL ABUSE
ALTERNATIVE ENERGY SOURCES
ANIMAL FACILITIES
ANNOTATED BIBUOGRAPHIES
ANNUAL REPORTS
ARBITRATION
ARCHITECTS
ARCHITECTURAL CHARACTER
ARCHITECTURAL PROGRAMING
ARCHITECTURAL RESEARCH
ARTS CENTERS
ASBESTOS
ASSESSMENT CENTERS

(PERSONNEL)
ASSISTANT PRINCIPALS
ATHLETIC FIELDS
ATTENDANCE
ATTENDANCE OFFICERS
ATTENDANCE RECORDS
AVDIOVISUAL CENTERS

AUDITOR/WAS
AUENTS NEW-CATION)
AUTHONTARIANISM
AUTHORITY
AVERAGE DALY ATTENDANCE
AWARDS

BACK TO BASICS
BEHAVIOR PROBLEMS
BEHAVIOR STANDARDS
mos
BOARD ADMINISTRATOR

RELATIONSHIP
BOARD OF EDUCATION POLICY
BOARD OF EDUCATION ROLE
BOARDS OF EDUCATION
BOND ISSUES
BRAN RESEARCH
BREAKFAST PROGRAMS
BUDGETING
BUDGETS
BUILDING CONVERSION
BUILDING DESIGN
BUILDIM INNOVATION
BUILDING OBSOLESCENCE
BUILDING OPERATION
BUILDING PLANS
BUILDING SYSTEMS
BUREAUCRACY
BURNOUT
BUS TRANSPORTATION
BLSINESS EDUCATION FACILITIES
BUSING

CAMPUS PLANNING
CAPITAL OUTLAY (FOR FIXED

ASSETS)
CAREER CHOICE
CAREER LADDERS
CARPETING
CATHOLIC EDUCATORS
CATHOLIC SCHOOLS
CEILINGS
CENSORSHIP
CENSUS FIGURES
CENTRAUZATION
CERTIFICATION
CHANGE AGENTS
CHANGE STRATEGIES
CHILD ABUSE
CITIZEN PARTICIPATION
CIVIL LIBERTIES
CIVIL RIGHTS
CIVIL RIGHTS LEGISLATION
CLASS ORGANIZATION
CLASS SIZE
CLASSROOM DESIGN
CLASSROOM ENVIRONMENT
CLASSROOM FURNITURE
CLASSROOM TECHNIQUES
CLIMATE CONTROL

6-53

CLINICAL SUPERVISION (OF
TEACMRS)

COACHMIG
CODES OF ETHICS
OXLECTIVE BARGAINING
COLLEGE HOUSING
COLLEGESCHOOLCOOPERATION
COLLEGIAUTY
COMSAINCABLE DISEASES
COMMIROCATION SATELLITES
COMAUNICATION SKILLS
COMMLNITY ATTITUDES
CCWMUNITY BASED EDUCATION
COMMUNITY EDUCATION
COMMUNITY IWOLVEMENT
COMMUNITY ORGANIZATIONS
COMMUNITY ROLE
COMMUNITY SURVEYS
COMPARABLE WORTH
COMPARATIVE ANALYSIS
COMPENSATION

(REMUNERATION)
CONWETENCY BASED EDUCATION
COMPLINCE (LEGAL)
COMPUrER USES IN EDUCATION
COMPUTER USES IN

MANAGEMENT
COMPUTERS
CONFIDENTIALITY
CMFUCT
CONFLICT RESOLUTION
CONSENSUS
CONSOUDATED SCHOOLS
CONSTTTUTIONAL LAW
CONSTRUCTION (PROCESS)
CONSTRUCTION COSTS
CONSTRUCTION MANAGEMENT
CONSTRUCTION MATERIALS
CONSTRUCTION NEEDS
CONSTRUCTION PROGRAMS
CONSUMER CULTURE
CONTINLMS PROGRESS PLAN
CONTROVERSIAL ISSUES

(COURSE CONTENT)
COOPERATION
COPYRIGHTS
CORPOP AL PUNISHMENT
COST EFFECTIVENESS
COURT DOCTRINE
COURT JUDGES
COURT UTIGATION
COURT ROLE
COURTS
CREATIONISM
CREDENTIALS
CRIME PREVENTION
CRISIS INTERVENTION
CRISIS MANAGEMENT
CULTURAL CENTERS
CULTURAL PLURALISM
CURRICULUM DESIGN
CURRICULUM DEVELOPMENT
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EA I EDUCATIONAL MANAGEMENT
APPLICABLE TERMS

CURRICULUM EVALUATION
CLEIRICULLAI SPECIALISTS
CURRICULUM STLOY CENTERS

DATABASE MANAGEMENT
SYSTEMS

DAY CARE CENTERS
DECENTRALIZATION
DECISION MAIGNG
DECLUYING ENROLLMENT
DEGREE REOUREMENTS
DELMIQUENCY PREVENTION
DELPHI TECHNICILE
DEMCCRATIC VALUES
DEMOGRAPHY
DEMONSTRATION CENTERS
DEPARTMENT HEADS
DEPENDENTS SCHOOLS
DESEGREGATION METHODS
DESIGN
DESIGN SULD APPROACH
MESON REQUIREMENTS
DIFFERENTIATED STAFFS
DINING FACIUTIES
DIRECT INSTRUCTM
DISABILITIES
DISCIPLINE
DISCIPLINE POLICY
DISCIPLINE PROBLEMS
DISCRIMINATORY LEGISLATION
DISMISSAL (PERSONNEL)
DRESS CODES
DROPOUT ATTITUDES
DROPOUT CHARACTERISTICS
DROPOUT PREVENTION
DROPOUT PROGRAM
DROPOUT RATE
DROPOUT RESEARCH
DROPOUTS
DRUG ABUSE
DRUG LEGISLATION
DRUG USE
DRUG USE TESTING
DUE PROCESS

EARLY RETIREMENT
EDUCATION SERVICE CENTERS
EDUCATIONAL ADMINISTRATION
EDUCATIONAL ASSESSMENT
EDUCATIONAL CHANGE
EDUCATIONAL COMPLEXES
EDUCATIONAL COOPERATiON
EDUCATIONAL DEMAND
EDUCATIONAL DEVELOPMENT
EDUCATIONAL ECONOMICS
EDUCATIONAL ENVIRONMENT
EDUCATIONAL EQUIPMENT
EDUCATIONAL EQUITY (FINANCE)
EDUCATIONAL FACILITIES
EDUCATIONAL FACILITIES DESIGN
EDUCATIONAL FACILITIES

IMPROVEMENT

EDUCATIONAL FACILITIES
PLAMONG

EDUCATIONAL RNANCE
EDUCATIONAL IMSTORY
EDUCATIONAL IIPROVEMENT
EDUCATIONAL INNOVATION
EDUCATKINAL LEGISLATION
EDUCATIONAL MALPRACTICE
EDUCATIONAL. NEEDS
EDUCATIONAL OBJECTIVES
EDUCATIONAL PAWS
EDUCATIONAL PLANNING
EDUCATIONAL POLICY
EDUCATIONAL PRINCIPLES
EDUCATIONAL QUALITY
EDUCATIONAL RESEARCH
EDUCATIONAL FESEARCHERS
EDUCATIONAL RESOURCES
EDUCATIONAL RESPONSIBILITY
EDUCATIONAL TRENDS
EDUCATIONAL VOUCHERS
EDUCATIONALLY

DISADVANTAGED
EFFICIENCY
EMERGENCY PROGRAMS
EMPLOYEE ASSISTAPCE

PROGRAMS
EMPLOYER EMPLOYEE

RELATIONSHIP
EMPLOYMENT INTERVIEWS
EMPLOYMENT PRACTICES
EMPLOYMENT PROJECTIONS
EMPOWERMENT
ENCAPSULATED FACILITIES
ENERGY AUDITS
ENERGY CONSERVATION
ENERGY CRISIS
ENERGY MANAGEMENT
ENROLLAENT
ENROLLMENT INFLUENCES
ENROLLMENT PROJECTIONS
ENROLLMENT RATE
ENROLLMENT TRENDS
EQUAL EDUCATION
EQUAL FACILITIES
EQUAL OPPORTUNITIES (JOBS)
EQUAL PROTECTION
EQUALIZATION AID
EQUIPMENT EVALUATION
EQUIPMENT STANDARDS
EQUIPMENT UTILIZATION
ETHICS
EVALUATION CRITERIA
EVALUATION METHODS
EVALUATION NEEDS
EVALUATION PROBLEMS
EVAL UATION RESEARCH
EVALLATION UTILIZATION
EVIDENCE
EXCELLENCE
EXCELLENCE IN EDUCATION
EXPENDITURE PER STUDENT

LI

EXPENXTURES
EXPERIENCED TEACHERS
EXPERIMENTAL PROGRAMS
EXPULSION
EXTENDED SCHOOL DAY
EXTENDED SCHOOL YEAR
EXTRACURRICULAR ACTIVITIES

FACILITATORS
FACILITIES
FACILITY CASE STUDIES
FACILITY EXPANSION
FACILITY GUIENELINES
FACILITY IMPROVEMENT
FACILITY INVENTORY
FACILITY REQUIREMENTS
FACILITY UTILIZATION RESEARCH
FAMILY SCHOCX. RELATIONSHIP
FAST TRACK SCHEDULING
FEDERAL AID
FEDERAL COURTS
FEDERAL GOVERNMENT
FEDERAL LEGISLATION
FEDERAL PROGRAM
FEDERAL REGULATION
FEDERAL STATE RELATIONSHIP
FEMALES
FEMINISM
FINANCE REFORM
FINANCIAL AUDITS
FINANCIAL NEEDS
FINANCIAL POLICY
FINANCIAL PROBLEMS
FINANCIAL SUM/ORT
FISCAL CAPACITY
FLEXIBLE FACILITIES
FLEXIBLE LIGHTING DESIGN
FLEXIBLE PROGRESSION
FLEXIBLE SCHEDULING
FLOORING
FOLLOWUP STUDIES
FOOD HANDLING FACILITIES
FOOD SERVICES
FOOD STANDARDS
FOREIGN COUNTRIES
FORMATIVE EVALUATION
FOUND SPACES
FRAUD
FREEDOM OF SPEECH
FRINGE BENEFITS
FUEL CONSUMPTION
FULL STATE FUNDING
FURNITURE DESIGN
FUTURES (OF SOCIETY)

GAME THEORY
GIFTED
GOAL SETTING
GOVERNANCE
GOVERNING BOARDS
GOVERNMENT (ADMINISTRATIVE

BODY)
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EA 1EDUCATIONAL MANAGEMENT
APPLICABLE TERMS

OMR/GENT EMPLOYEES NSTITUTIONAL COOPERATION LEGISLATION
GOVEMIWNT PUSUCATIONS NSTRUCTIONAL DESIGN LEGISLATORS
GOVERNII&NT ROLE NSTRUCTONAL DEVELOPMENT LIBRARY FACILITIES
GOVERNMENT SCHOOL NSTRLCTIONAL EFFECTIVENESS L.WE CYCLE COSTING

FETATIONSHIP NSTRUCTTONAL IMPROVEMENT LIGHTING
GRADE REPETMON NSTRUCTIONAL PINOVATION LIGHTING DESIGN
GRADUATION REQUIRCMENTS NSTRUCTIONAL LEADERSHIP LINKAGE
GRANTS NSTRUCTIONAL MATERIALS LITERATURE REVIEWS
GRANTSMANSHIP NSLSIANCE LOBBYING
GRIEVANCE PROCEDURES NTEREST (MANCE) LOCAL AREA NETWORKS
GROUP BEHAVIOR NMI:EST GROUPS LOCAL GOVERNMENT
GROUP DYNAMICS NTERIOR DESIGN LONG RAME PLANNING
GROUPING (INSTRUCTIONAL NTERIOR SPACE LONGITUDINAL STUDIES

PURPOSE) NTERAEDIATE ADMINISTRATIVE LOW ACHIEVEMENT
CIMDEUNES UNITS LLACH PROGRAMS
GYMNASIUMS NTERNSHE3 PROGRAMS

NTEVERSONAL MAGNET SCHOOLS
HAZARDOUS MATERULLS COIMIUNCATION MAINSTREAMING
HEALTH FACIUTIES NTEWERSONAL RELATIONSHIP MAINTENANCE
HEARINGS NTERPROFESSIONAL MAN MACHINE SYSTEMS
HEATING RELATIONSHIP MANAGEMENT BY OBJECTIVES
HIDDEN CURRICULUM NTERVENTION MANAGEMENT DEVELOPMENT
HIGH RISK STUDENTS NTERVIEWS MANAGEMENT GAMES
HIGH SCHOOL STUDENTS NVEST1ENT MANAGEMENT INFORMATION
Hh3H SCHOOLS SYSTEMS
HIGHER EDUCATION JOEI PERFORMANCE MANAGEMENT SYCTEMS
HOME SCHOOLING JOB SATISFACTION MANAGEMENT TEAMS
HOMELESS PEOPLE JOB STRESS MASLOWS HIERARCHY OF NEEDS
HORIZONTAL ORGANVATION JUNIOR HIGH SCHOOLS MASTER PLANS
HOUSE PLAN MEASUREMENT
HOUSING NEEDS KINDERGARTEN MEASUREMENT TECHNIQUES
HUMAN CAPITAL KNOWLEDGE LITIUZATION MEDIATION
HUMAN FACTORS ENGINEERING MERCHANDISE INFORMATION
HUMAN RESOURCES LABOR DEMANDS MERIT PAY
HUMANIZATION LABOR FORCE METHODS

LABOR FORCE DEVELOPMENT MICROCOMPUTERS
I DENTIF !CATION LABCP MARKET MIDDLE MANAGEMZNI
ILLEGAL DRUG USE LAROR NEEDS MIDDLE SCHOOLS
I MPROVEMENT PROGRAMS LABOR PROBLEMS MINIMUM COMPETENCY TESTING
IN SCHOOL SUSPENSION LABOR RELATIONS MINORITY GROUP TEACHERS
INCENTIVES LABOR STANDARDS MINORITY GROUPS
INDEXES LABOR SUPPLY MOBILE CLASSROOMS
INDIVIDUAL CHARACTERISTICS LABOR TURNOVER MODELS
INDIVIDUAL DEVELOPMENT LABOR UTILIZATION MODULAR BUILDING DESIGN
INDIVIDUAL DIFFERENCES LAND USE MONEY MANAGEMENT
I NDIVIDUALIZED EDUCATION LANDSCAPING MONITORING

PROGRAMS LAW ENFORCEMENT MORAL DEVELOPMENT
INDIVIDUAUZED INSTRUCTION LAWS MORAL ISSUES
I NFORMATION DISSEMINATION LAWYERS MORAL VALUES
I NFORMATION MANAGEMENT LEADERSHIP MOTIVATION
INFORMATION NEEDS LEADERSHIP QUALITIES MOTIVATION TECHNIQUES
INFORMATION NETWORKS LEADERSHIP RESPONSIBILITIES MOVABLE PARTITIONS
INFORMATION PROCESSING LEADERSHIP STYLES MULTIPURPOSE CLASSROOMS
I NFORMATION RETRIEVAL LEADERSHIP TRAININ2
INFORMATION SCXJRCES LEARNING ACTIVITIES NATIONAL SURVEYS
INFORMATION UTILIZATION LEARNING ENVIRONMENT NEEDS ASSESSMENT
INPUT OUTPUT ANALYSIS LEARNING MOTIVATION NEGLIGENCE
INSERVICE EDUCATION LEARNING PROBLEMS NEGOTIATION AGREEMENTS
INSERVICE TEACHER EDUCATION LEARNING PROCESSES NEGOTIATION IMPASSES
INSTITUTIONAL ADMINISTRATION LEARNING RESOURCES CENTERS NEIGHBORISOOD SCHOOLS
I NSTIT UTIONAL LEGAL PROBLEMS NOISE (SOUND)

CHARACTERISTICS LEGAL RESPONSIBILITY NONTRADITIONAL EDUCATION
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EA EDUCATIONAL MANAGEMENT
APPLICABLE TERMS

OCCIPAT/ONAL WIFORMATION
OCCIWATIONAL SINIVEYS
OFFICES (FACILITIES)
OPEN PLAN SCHOOLS
OPERATIONS RESEAMH
ORGANIZATION
ORGANIZATXMAL CHANGE
ORGANIZATIONAL CLIMATE
ORGANZATIONAL

COMWINICATION
ORGANIZATIONAL DECLINE
ORGAKZATIONAL DEVELOPMENT
ORGANIZATIONAL

EFFECTNENESS
ORGAMZATIONAL °ELECTIVES
ORGANIZATIONAL THEORIES
ORGANIZATIONS (GROUPS)
OUTCOMS OF EDUCATION

PARENT ATTITUDES
PARENT PARTICIPATION
PARENT RESPONSIBILITY
PARENT SCHOOL RELATIONSHIP
PARKING FACILITIES
PARKS
PAROCHIAL SCHOOLS
PARTICIPATIVE DECISION MAKING
PEER EVALUATION
PERFORMANCE CCNTRACTS
PERSONNEL MANAGEMENT
PERSONNEL POUCY
PERSONNEL SELECTION
PHYSICAL ENVIRONMENT
PNEUMATIC FORMS
POLICE SCHOOL RELATIONSHIP
POLICY ANALYSIS
POUCY FORMATION
POLITICAL INFLUENCES
POLITICAL POLICY
POLITICS OF EDUCATION
POPULATION TRENDS
POSMVISM
POTENTIAL DROPOUTS
POWER STRICTURE
PREDICTION
PREFABRICATION
PREGNANT STUDENTS
PRESTRESSED CONCRETE
PREVENTION
PREVENTIVE MAINTENANCE
PRINCIPALS
PRIORMES
PRIVATE FINANCIAL SUPPORT
PRIVATE SCHOOL AID
PRIVATE SCHOOLS
PRIVATE SECTOR
PROBLEM SOLVING
PRODUCTIVITY PROFESSIONAL

AUTONOMY
PROFESSIONAL DEVELOPMENT
PROFESSIONAL PERSONNEL
PROFESSIONALISM

PROGRAM ADIANISTRATION
PROGRAM MK/GOING
PROGRAM COSTS
PROGRAM DEVELOPMENT
PROGRAM EFFECTNENESS
PROGRAM EVALUATION
PROGRAM GUIDES
PROGRAM MAPROVSENT
PROPERTY ACCOMITING
PROPERTY APPRAISAL
PnOPERTY TAXES
PROPRIETARY SCHOOLS
PUBLIC FACILITIES
PUBUC OFRCIALS
PUBUC OPINION
PUBLIC POUCY
PUBLIC RELATIONS
PUBLIC SECTOR
PURCHASING
PYRAMID ORGANIZATION

QUALITY CONTROL
DUALITY OF WORKING LIFE
QUARTER SYSTEM

RECOGNITION (ACHIEVEMENT)
RECORDKEEPINO
RECORDS (FORMS)
RECORDS MANAGEMENT
RECREATIONAL FACILITIES
RECYCLING
REDUCTION IN FORCE
REENTRY WORKERS
REFLECTIVE THINKING
REGIONAL PLANNING
REUGION
REUGIOUS FACTORS
RELOCATABLE FACIUTIES
RESEARCH AND DEVELOPMENT
RESEARCH AND DEVELOPMENT

CENTERS
RESEARCH DESIGN
RESEARCH MANAGEMENT
RESEARCH METHODOLOGY
RESEARCH NEEDS
RESEARCH PROBLEMS
RESEARCH TRENDS
RESEARCH UTILIZATION
RE3OURCE ALLOCATION
RETIREMENT
RETIREMENT BENEFITS
RETRENCHMENT
REVENUE SHARING
REWARDS
RISK MANAGEMENT
ROLE CONFLICT
RCX2 OF EDUCATION
ROLE PERCEPTION
ROOFING
RULES AND REGULATION

6

SAFETY EQUIPMENT
SALARIES
SALARY WAGE DIFFERENTIALS
SANITARY FACILITIES
SAIWTATION
SCHEDULING
SCHOOL ACCOUNTING
SCHOOL ADMISTRATION
SCHOOL AGE DAY CARE
SCHOOL ATTENDANCE

LEGISLATION
SCHOOL BASED MANAGEMENT
SCHOOL BUDGET ELECTIONS
SCHOOL BIM-DINGS
SCHOOL BUSES
SCHOOL BUSINESS OFFICIALS
SCHOOL BUSINESS

RELATIONSHIP
SCHOOL CHOICE
SCHOOL COMMUNITY

RELATIONSHIP
SCHOOL CONSTRUCTION
SCHOOL DEMOGRAPHY
SCHOOL DISTRICT AUTONOMY
SCHOOL DISTRICT

REORGANIZATION
SCHOOL DISTRICT SIZE
SCHOOL DISTRICT SPENDING
SCHOOL DISTRICT WEALTH
SCHOOL DISTRICTS
SCHOOL EFFECTIVENESS
SCHOOL EXPANSION
SCHOOL RAIDS
SCHOOL HOLDING POWER
SCHOOL LAW
SCHOOL MAINTENANCE
SCHOOL ORGAMZAIION
SCHOOL PERSONNEL
SCHOOL POLICY
SCHOOL PRAYER
SCHOOL RESPONSIBILITY
SCHOOL RESTRUCTURING
SCHOOL ROLE
SCHOOL SAFETY
SCHOOL SCHEDULES
SCHOOL SECURITY
SCHOOL SIZE
SCHOOL SPACE
SCHOOL STATISTICS
SCHOOL SUPERVISION
SCHOOL SURVEYS
SCHOOL TAXES
SCHOOL VANDAUSM
SCHOOL ZONING
SCIENCE FACILITIES
SCIENCE LABORATORIES
SCOPE OF BARGAINING
SEARCH AND SEIZURE
SECURITY PERSONNEL
SEMESTER SYSTEM
SENIORITY
SEX
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EDUCATIONAL. MANAGEMENT
APPLICABLE TERMS

EA

SEX SAS
SEX DIFFERENCES
SEX DISCRIMINATION
SEX FARNESS
SEX ROLE
SEX STEREOIYPES
SEXUAL ABUSE
SEXUAL HARASSMENT
SEXUAL IDENTITY
SHARED FACILITIES
SHARED RESOURCES AND

SERVICES
STE ANALYSIS
STE DEVELOPMENT
STE SELECTION
SOCIAL CHANGE
SOCIAL NEIWORKS
SOCIAL PROBLEMS
SOCK*CONOMIC STATUS
SPACE CLASSIFICATION
SPACE DIVIDERS
SPACE UTIUZATION
SPATIAL RELATIONSHIPS

wowamEs)
SPECIRCATIONS
STAFF DEVELOPMENT
STAFF UTILIZATION
STANDARE";
STATE AID
STATE AID FORMULAS
STATE BOARDS OF EDUCATION
STATE COURTS
STATE DEPARTMENTS OF

EDUCATION
STATE FEDERAL AID
STATE GOVERNMENT
STATE LEGISLATION
STATE OFFICIALS
STATE PROGRAMS
STATE REGULATION
STATE SCHOOL DISTRICT

RELATIONSHIP
STATE STANDARDS
STATE SURVEYS
STRESS MANAGEMENT
STRUCTURAL PtADING SYSTEMS
STRUCTURAL. ELEMENTS

(CONSTRLX110N)
STUDENT ATTITUDES
STUDENT CHARACTERISTICS
STUDENT EVALUATION OF

TEACHER PERFORMANCE
STUDENT IMPROVEMENT
STUDENT MOTIVATION
STUDENT NEEDS
STUDENT PARTICIPATION
STUDENT RECORDS
STUDENT RESPONSIBILITY
STUDENT RIGHTS
STUDENT SCHOOL RELATIONSHIP
$TUDENT TRANSPORTATION
STUDY FACIUTIES

SUBSTAICE ABUSE
SUMMATIVE EVALLATION
SUPERINTENDENTS
SUPERVISION
SUPERVISORS
SUPERVISORY METHODS
SUPERVISORY TRAINING
SURVEYS
SUSPENSION
SYSTEM ANALYSIS
SYSTEMS APPROACH
SYSTEMS SUILDING
SYSTEMS DEVELOPMENT

TABLES (MCA)
TASK FORCE APPROACH
TAX ALLOCATION
TAX CREDITS
TAX DEDUCTION
TAX EFFORT
TAX EXEMPTIONS
TAX RATES
TEACHER ADMINISTRATOR

RELATIONSHIP
TEACHER ASSOCIATIONS
TEACHER ATTITUDES
TEACHER BEHAVIOR
TEACHER BURNOUT
TEACHER CHARACTERISTICS
TEACHER DISCIPUNE
TEACHER DISMISSAL
TEACHER EFFECTIVENESS
TEACHER EMPLOYMENT
TEACHER EMPOWERMENT
TEACHER EVALUATION
TEACHER IMPROVEMENT
TEACHER MIUTANCY
TEACHER MORALS
TEACHER MOTIVATION
TEACHER PARTICIPATION
TEACHER PROMOTION
TEACHER RECRUITMENT
TEACHER RESPONSIBILITIES
TEACHER RIGHTS
TEACHER ROLE
TEACHER SALARIES
TEACHER SELECTION
TEACHER STRIKES
TEACHER STUDENT

RELATIONSHIP
TEACHER SUPPLY AND DEMAND
TEAMWORK
TECHNOLOGICAL ADVANCEMENT
TELECOMMUNICATIONS
TENURE
TESTIMONY
TEXTBOOK SELECTION
TEXTBOOKS STANDARDS
THEATRES
THEORIES
THEORY PRACTICE

RELATIONSHIPS

6 ti

THERMAL ENVOIONMENT
THERMAL INSIAATION
THINKING SKLLS
TIME MANAGEMENT
TOILET FACILITIES
TORTS
TRAFFIC SAFETY
TRUANCY
TURF MANAGEMENT

UNCERTAINTY
UNDERGROUND FACILITIES
UNIONS

VALUES
VANDAUSM
VENTILATION
VERTICAL ORGANIZATION
VIOLENCE
VISUAL ENVIRONMENT

WASTE DISPOSAL
WIND ENERGY
WINDOWLESS ROOMS
WOMEN ADMINISTRATORS
WOMEN FACULTY
WORK ENVIRONMENT
WORKSHOPS

YEAR ROUND SCHOOLS

ZERO BASE BUDGETING
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HANDICAPPED AND GIFTED CHILDREN (EC)

SCOPE OF INTEREST STATEMENT

L FORMAL STATEMENT

A. Handicapped

All aspects of the education and development of perms with disabilides are covered. Disabilities
may lunge from mild to sevett and lulu& the following types: hearing and visual kapakments; mental
retardation; physical handicapg behavior disorders (emotional disturbance); learning disabilidesc speech
impairments; health impairments; multiple &abilitieg and autism. Also considered in scope are high-risk
children and youth, such as the abased or neglected, and those with special health care needs (the
medically fragile). Nom with disabilities among the following populations are of particular interest
adjudicated youth; cultural or ethnic minerkieN the economical!, &advantaged; and tlw geographically
isolated. IU ethical:nal needs of persons with disabilities, and services for those individuals, are
covered in all settings, e.g., public or private schools, the home, pingrains at all educational and age
levels, and institutional and community programs. Related services fir those with disabilities are also
covered, including professional services from audiologists, speech therapists, occupational durapists,
physical therapists, and educational inychologists. 1:Xlier aspects of services for people with disabilitits
include: prevention; identification; pre-referal intervendon; referral; studait evaluadon; early intervention
proganng services for low-incidence populadons; school-to-work transition services; individualized
education program (LBPs); individualized family service plans (IFSPs); deinstitutionalizadon;
mainstreaming., last restrictive environmen4 vocational and lifelong education; employment,
rehabilitation, and applications of technology. Physical accessibility for persons with disabilities, e.g., to
buildings, facilities, and transportation, is also covered.

B. Gilled

Ali aspects of the education and development of giftedpersons sit ..xwered. The gifted include those
with either outstanding intellectual ability, outstanding talent in any tpecific area of achiev=tent, or high
creative ability. Among the areas covered are: klentification of die gifted; differentiated curriculum for
the gifted; emichment acceleradon programs; the underachieving gift* the geographically isolated gifted;
the disadvantaged gifted; the gifted within minority swum !cadetship developucnt among the gifted; and
creativity.

IL EXPLANATORY NOTES

The following areas, relevant to various educatimal populations, are covered by Er when the foam
is on either the gifted or those with disabilities (or both): early childhood education =denim, teaching
methods, administration, counseling, career education, professioml preparation, federal and state policy,
legislative and judicial requirements, and program development and evaluation.

BRIEF STATEMENT

All aspects of the education and development ofpersons (of all ages) who have disabilities or who
are gifted, including the delivery of all types of education-related services to these groups. Includes
prevention, identificatka and assessment, intervention, and enrichment for these groups, in both regular
and special educatice setting&
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HANDICAPPED AND GIFTED CHILDREN
APPLICABLE TERMS

I EC

ABERRANT BEHAVIOR CHECKLIST
ABILITY ACHEVETENT

DISCREPANCY
ABUSE pp DISABLED PERSONS)
ACADBAICALLY GFTED
ACCELERATION
ACCESS TO EDUCATION
ACCESSIBILITY (FOR DISABLED)
ACCUSED MIME DEnciecv

sYWIROME
ACTIVE LEARNING
ADAPTED PHYSICAL EDUCATION
ADAPTIVE BEHAVIOR SCALES
ADAPTIVE LEARMNG

ENVIROMAENTS MODEL
ADAPTIVE BEHAVIOR (OF

DISABLED)
ADDITIVE MOMS
ADJUDICATED YOUTH
ADVENTITIOUS IMPAIRMENTS
AGE OF ONSET
AGENCY COOPERATION
AGGRESSION
ALCOHOL ABUSE
ALCOHOUSM
AMERICAN SIGN LANGUAGE
ANOREXIA NERVOSA
ANTISOCIAL BEHAVIOR
APHASIA
ART THERAPY
ARTICULATION (SPEECH)
ARTICULATION IMPAIRMENTS
ASSISTIVE DEVICES (FOR

DISABLED)
ASTHMA
ATTENDANTS
ATTENTION CONTROL
ATTENTION DEFICIT DISORDERS
ATTITIMES TOWARD DISABLED
ATTITUDES
AUDIOLOGY
AUDITORY TRAINING
AUDITORY PERCEPTION
AUGMENTATIVE COMMUNICATION

SYSTEMS
AUTISM

BASIC SKILLS
BEHAVIOR CHAINING
BEHAVIOR PROBLEMS
BEHAVKA RATING SCALES
BEHAVIOR CHANGE
@HELIOTHERAPY
BILINGUAL EDUCATION
BLINDNESS
BRAILLE
BRAILLE TRANSLATION

COMPUTER PROGRAMS
BRAIN HEMISPHERE FUNCTIONS
BUUMIA

ERIC Clowinghouss Soap. of Interest Guido

CANCER
CAPE UaE (VISUALLY IMPAIRED)
CAREER EDUCMION
CASE MANAGEMENT
CATEGORICAL SPECIAL

EDUCATION
CEREBRAL PALSY
CHILD ADVOCACY
CHILD ABUSE AND NEGLECT

FEPORTWIG
CHILD ABUSE
CHILD ABUSE AMENDMENTS

(1984)
MOLD W-GLECT
CLASSROOM TECHNIMES
CLEFT PALATE
CUNCAL DIAGNOSIS
CLOSED CAPTIONED TELEVISION
COMMUNICABLE DISEASES
CONALMICATION C4SORCERS
COMMUNICATION AIDS (FOR

MIMED)
COMMUNITY REFERENCED

CURRCIALN
COMMUMTY BASED ETACATICN
COIPETENCY BASED EDUCATION
COMPETENCY BASED TEACHER

EDUCATION
COAIPETITIVE EMPLOYMENT
COWLIANCE (LEGAL)
COAWLITER ASSISTED THERAPY

TECHNIQUES
COMPUTER ASSISTED

INSTRUCTION
COOPUTER ASSISTED TESTING
COIPUTER MANAGED

INSTRUCTION
CONGENITAL IMPAIRAMNTS
CONSLLTATION PROGRAMS
CONTINGENCY MANAGEMENT
COOPERATIVE LEARNING
COOROINATORS OF

HANDICAPPED SERVICES
COURT UTIGATION
CREATIVE DEVELOPMENT
CREATIVE THIPKING
CREATIVITY
CREATIVITY RESEARCH
CULTURAL DIFFERENCES
CURRICULUM BASED

ASSESSMENT

DAILY LIVING SKILLS
DATA BASED INSTRUCTION
DEAF INTERPRETING
DEAF BLIND
DEAF SERVICE CENTERS
DEAFNESS
DEINSTITUTIONAUZATION (OF

DISABLED)
DELAYED SPEECH
DELINQUENCY

DEPRESSION (PSYCHOLOGY)
DEVELOMENTAL PSYCHOLOGY
DEVELCPMENTAL TIERAPY
DEVELOPPANTAL DISABKRIES
DIABETES
EXAGNOSTIC TEACHNG
DIALOGLE JOURNALS
DIFFERENTIAL DIPLOMAS
DIFFERENTIAL DIAGNOSIS
DISABLED PARENTS
DISABLED TEACHERS
DISADVANTAGED
DISADVANTAGED YOUTH
DISEASES
DOWNS SYNDROME
DRAMA THERAPY
DROPCUTS
DRUG THERAPY
DRUG ABUSE
DRUG ADDICTION
ME PROCESS
DYSLEXIA

EARLY INTERVENTION
ECOLOGICAL PARADIGM
ECOLOGICAL ASSESSMENT
ECOLOGICAL MOSEL (SPECIAL

EDUCATION)
EDUCATION WORK RELATIONSHIP
EDUCATION ACT 1001 (ENGLAND)
EDUCATION OF THE

HANDICAPPED AMENDMENTS

980)
EDUCATIONAL DIAGNOSIS
EDUCATIONAL LEGISLATION
EDUCATIONALLY

DISADVANTAGED
ELECTRO&ECHANICAL AIDS
EMOTIONAL ADJUSTMENT
EMOTIONAL DISTURBANCES
ENRICHMENT
ENRICHMENT ACTIVITIES
ENIMESIS
EXCEPTIONAL PERSONS
EXCEPTIONAL CHILD RESEARCH
EXTREMELY GIFTED

FEDERAL LEGISLATION

GAZE PATTERNS
GIFTED
GIFTED DISABLED
GOVERNIANT ROLE
GROUP HOMES
GROUPING (INSTRUCTIONAL

PURPOSES)

8135

HANDICAP IDENTIFICATION
HANDICAPPED STUDENTS AS

TURAS
HANDICAPPED CHILDREN'S

PROTECTION ACT
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EC I HANDICAPPED AND GIFTED CHILDREN
APPLICABLE TEAMS

HEAD EAMES
IEALTH NEWS
MARIO THERAPY
HEARING AIDS
WARING IIIWASSIENTS
HEART DISORDERS
HELPING RELATIONSHIP
HIGH RISK PERSONS
HIGH ACHIEVEMENT
HIGH RISK STIAXNTS
HOMEBOLED
HiOSPITAL SCHOOLS
HOSPITALIZED CHILDREN
HYPERACTNITY
HYPERTENSION

INCARCERATED YOUTH
INDEPENDENCE TRAINING
INDEPENDENT LIVING
INDNIDUAUZED INSTRUCTION
INDNIDUAUZED EDUCATION

PRO3RAMS
INDIVIDUAUZED FAMILY SERVICE

PLANS
INDIVIDUAUZED TRANSITION

PLANS
INJURIES
IMIERVICE TEACHER EDUCATION
INSTITUTIONALIZED PERSONS
INSTRUCTIONAL EFFECTMENESS
INSTRUCTIONAL MATERIALS
INSTRUCTIONAL MATERIAL

ADAPTATION
INTELLIGENCE TESTS
INTEUJGIBIUTY (SPEECH)
INTERIMS:UTE CARE FACILITIES
INTERMITTENT REINFORCEMENT
INTERPERSONAL RELATIONSHIP
INTERPERSONAL COMPETENCE
INTERVENTION
ITINERANT TEACHERS

JOS COACHES

LABELING (OF PERSONS)
LANGUAGE HANDICAPS
LARCHE MOVEMENT
LARGE TYPE MATERIALS
LATERAL DOMINANCE
LEARNING DISABILMES
LEARNING PROBLEMS
LEGAL RESPONSIBILITY
LIMITED ENGLISH SPEAKING
USPING
LOW INCIDENCE DISABILITIES
LOW VISION AIDS

MAINSTREAENG
MANUAL RESTRAINT
MANUAL COMMLEICATION
MASTURBATION
MMICAL SERVICES

April 1991

MEDICALLY FRAGILE
MEMORY DERCITS
MENTAL DISORDERS
MENTAL RETARDATION
MENTALLY WARDED PARENTS
MILD MENTAL MARDATION
MILD WINERIES
MINIMAL BRAIN CMIFUNCTION
MODERATE MENTAL

FETARDATION
MULTIDOMNN ASIESSMENT

INSTRUMENTS
MULTIPLE DEABILMES
MUSIC THERAPY

NEUROLOGICAL ORGAMZATION
NEUROLOGICAL IMPAIRMENTS
NEUROLOGY
NEUROPSVC1OLOGY
NEUROSIS
NIONCATEMRICAL SPECIAL

EDUCATION
NORMALVATION (HANDICAPPED)

OCCUPATIONAL THERAPY

PARAPROFESSIONAL
PERSONNNEL COMPETENCIES

PARENT ATTITUDES
PARENT TEACMA COOPERATION
PARENT ASSOCIATIONS
PKIENT EDUCATION
PARENT SCHOOL RELATIONSHIP
PARENT CHU RELATIONSHIP
PARTIAL HEARING
PARTIAL VISION
PEER RELATIONSHIP
PERCEPTUAL HANDICAPS
PERINATAL INFLUENCES
PERMANENCY PLANNING
PERSONAL COMUNICATORS
PHYSICAL THERAPY
PIOSICAL MOBILITY
PtiVIERCAL THERAPISTS

PLAY THERAPY
POSITIONING (PATENTS)
PRECISION TEACHING
PREFERENCE PATTERNS
PRENATAL PFLUENCES
PREREFERRAL CONSULTATION
PREREFERRAL ASSESSMENT
PREREFERRAL INTERVENTION
PREVENTION
PPM:CATION& EDUCATION
PROGRAM QUALITY INDICATORS
PROGRAM EFFECTIVENESS
PROGRAM EVALUATION
PROSTHESES

READING DIFFICULTIES

RECIPROCAL TEACHING

A-32
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REGULAR AND SPECIAL
EDUCATION RELATIONSHIP

REHABILITATION
REMEDIAL RIOGRAMS
REM/MAL TEACHERS
ROSEDIAL READING
FEMEDIAL ESTRUCTION
FESIDENTIAL CARE
FESKENTIAL PROGRAMS
RESOURCE ROW PROGRAMS
RESOURCE TEACHERS
FESPRATORY DISABLED

CHILDIVN
RESPITE CARE
RUBELLA

SCHIZOPHRENIA
SCHOOL PHOBIA
SCREENING PROGRAMS
SEMMES
SELF VEFEALIZATION
SELF MANAGEMENT
SELF STIMULATION
SELF INEMILCTION
SELF MONITORING
SELF VULAVOUll BEHAVIOR
SELF CARE MIS
SELF MUTILATION
SELF CONTROL
SENSORY AIDS
SERVICE UTILIZATION
SEVERE MENTAL RETARDATION
SEVERE DISABILITIES
SEVERITY (OF HANDICAP)
SEXUAL. ABUSE
SHELTERED WORKSHOPS
SIGN LANGUAGE
SLOW LEARNERS
SOCIAL DISCRIMINATION
SOCIAL WAS
SOCIAL INTEGRATION
SOCIAL ADJUSTMENT
SPECIAL EDUCATION
SPECIAL CLASSES
SPECIAL EDUCATION TEACHERS
SPECIAL HEALTH PROBLEMS
SPECIAL EDUCATION PLACEMENT

TEAMS
SPECIAL NEEDS STUDENTS
SPECIAL SCHOOLS
SPEECH FLUENCY DYSFUJENCY
SPEECH PATHOLOGY
SPEECH THERAPY
SPEECH AND HEARING CLINICS
SPEECH HANDICAPS
SPINAL CORD INJURIES
STATE STANDARDS
STEREOTYPED BEHAVIOR
STRATEGIES INTERVENTION

MODEL
STRATEGY TRAINING
STUDENT PLACEMENT STABILITY

ERIC Clearinghouse Scope of Interest Guide



HANDICAPPED AND GIFTED CHILDREN
APPLICABLE rums

EC

STUDENT PLACEMENT TEAMS
STUDENT PLACE1ANT
SUBSTANCE ABUSE
SUPPORTED EMPLOYMENT
SUMMATE PARENTS

TACTILE ADAPTATION
TACTUAL PERCEPTION

TALENT
TALENT IDENTWICATION
TALENT DEVELOPMENT
TEACHER ATTITUDES
TEACFSER BLOWOUT
TEACHER CONSULTANTS
TEACWR ASSISTANCE TEAMS
TEACMG IIRTHODS
TEST ADAPTATIONS
TEST WAS
TOM DELAY
TRANSITIONAL PROGRAMS
TRANSMONAL ACTIVITIES
TURN TAKING
TUTOR TRAINING

UNDERACHIEVEMENT
UNrrED NATIOhIS DECADE OF

DIMMED PERSONS

VELOPHARYNGEAL
INCOIVETENCE

VENTTLATOR DEPENDENT
VERSA!. SELF INSTRUCTION
VISUAL PERCEPTION
VISUAL IMPAIRkENTS
VISUALLY HANDICAPPED

MOSIUTY
VOCAL TRACT
VOCATION.0.1, NEHA2IUTATION
VOCATYJNAL EDUCA1 ION
VOICE 3YNTHESIS
VOICE 3ISORDERS

WARNCK REPORT
WHEELCHAIRS
WHOLE LANGUAGE APPROACH
WITNDRAWAL (PSYCHoLOGN)
WORD RETRIEVAL DIFFICuLTIES



LANGUAGES AND LINGUISTICS (FL)

SCOPE OF IIVTEREST STAIEMENT

L FORMAL STATEMENT

Second langusge learning and instnution
in all commonly and uncommonly taught languages, including Englishas a second language (ESL). Withinthis area, includes: instructional methodulou and materials; pedogogical research; teacher preparation;curriculum development; !swim desip; evaluation and twin& and language educatica

Bilingual educadon
including: needs assessmen4 program mode* program design, implementadon, andevaluation; intanctionalapproaches and mania* teacher qualificadons, preptundon, and certificadca; student placaven4 languageof instruction; native language instrucdon;English-as-a-second-language instruction; integration of languageand content-arca histrucdon; effects of bilingualism; bilingual education legislation; and interculturalccoununication.

Cultural education
in the comma of second language learning. Inclucks the teaching of specific fottign cultutes in the foreignlanguage ciassrocen, and the teaching 10 Notth American culture in the English-m-a-second-languageclassroom. Also hxdudcs interculturs1 cannumicatkm,study *Woad, and intonational educational exchange.

Linguistics
encompassing both theoretical and applied materiak that have implications for instrucdon in the languagesciences. The study of language in gamut, as well as the study of the strut:lute of specific languages, bothnatural and artificiaL This includes such areas as (1) phonetics, phonology, morphology, syntax, andsemantics; (2) sociolinguistics, inchxling language variation and dialectology, language *Olinda, languageplanning, pragmatics, discourse analysis, and other aspects of the social =text of language use; (3)psycholinguistics, including all facets of language acquisidon and processing in both first end additionallanguages, the physiology and psycholog,y of language learning, memory and cognition as they relate tolanguage acquisitica end ptocessing, and language handicaps.

U. EXPLANATORY NOTES

The acquisition of English as a native language, involving child language acquisition and developmentoutside the amtext offfirmal language instruction, is within the scope of FL. The teaching and learning ofEnglish as a native language in formai instructional settings is coveted by CS. Literacy education for adultnative speakess of English is covered by CE. Litency education for nonnative-English-speaking adults andout-of-school youth is covered by LE (an Adjunct aearinghouse). FL covets documents on native languagelearning and instruction in all languages other than English.

666
ERW Cleadsighouse Scope of wawa aid&

A-3.1
Apell 1991



LANGUAGES AND LINGUISTICS (FL)

Bilingual education overlaps with the scope of several ober clearinghouses, 'articulator in the areas of

content instruction (e.g., mathemat ics. science, social studies) and populations served (e.g., urban, Mexican

American, Asian American, handicapped). Documents in which the bilingual education COMO is secondary

to the waling of sped& cost at are processed by the apicapriate tathject-area clearhighome (e.g., SE, SO).

Documents that focus on the special needs of a specific population in a bilingual education contest am

processed by the clearinghouse respond* for coming the populaticm involved (e.g., UD, RC,EC). All other

documents on bilingual education fall within the scope of }L.

DI. BRIEF STATEMENT

Languages and language sciences. AU aspect; of second language instruction and learning in all

commonly sad uncanmanlY taught languages, including English as a second lsallusge. Bilingualism and

bilingual educatkm. Cultural educadon in the amtmd of soccad language learning, including interculnual

communication, study abroad, and inn:tuitional educational exchange. All areas of Unguisdm, including

theoretical and applied linguisdcs, sociolinguimics, and psychalinpistics.

April 1991
A-36
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HIGHER EDUCATION (HE)

SCOPE OF INTEREST STATEMENT

I. FORMAL STATKMENT

Higher education is defined bete as education beyond the secondary level that leads to a four-year
bachelor's, masters', doctoral, or professional degeee, and that includes comma and palms &signed to
enhance or update *Ws °babied in them degmee ptograms. Of interest KZ all aspects of the conditions,
programs, and problems at colleges and universides providing this level of education.

This includes the following mpics, all in the context of higher education:

Student (including foreign student) conditions, programs, and problems in colleges and universities;

Academic advising;

Univetsity and college faculty;

Graduate and praessional education; praessional continuing education;

Goveinance and the management of higher education institutions, including the application of corporate
managetners techniques (e.g., systems analysis, computer simulation, organization theory);

Lewd issuerg

Financing;

Planning and evaluation;

Facilitiestheir structural design, management implications, and impact on the educational process;

Curriculum and instructional problems, programs, and developmen4

University extension programs;

Inter-institutional arrangements and consortia;

State and Federal programs and policies related to higher education, including 'Master Plans,"

Programs of religious and theological institutions of higher education;

Institutional research and statistics on higher education as a social phenomenon, and its relationship to the
society as a whole;
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SIGHER EDUCATION (KE)

Comparative higher education;

Distance education at the postsecondary level;

International and hgercultural higher educadon;

Computers and telecommtmications when applied m specific higher education instructional or administrative

purposes;

Business or inthstry educational puograms leading to a degree.

H. EXPLANATORY NOTES

CE Condoning eclucation or professicasal education courses that lead to a degree or its equivalent, or

that update degrees or professional catificaticas (including allied health occupaticass), are within

the HE scope.

CO Although CO covets cosmseling, guidance, and pessonnel services, HE covets academic advising

(at the higher eduastica level)

EA 1. Although general legal issues belong to EA, legal issues peculiar to colleges and universities

are within dm HE scope;

2. Although the physical facilities of an academic institutica are generally the cone= of EA; the

interplay between facility design, nuthsenancr, or use and the program o f an institution are

of interest vo HE.

Although educational technology hs general belongs to IR, systems analysis and computer assisted

learning, when traded as an aspect of higher education management, planning, or means of
instruction, belong to HE.

RC/UD Materials dealing primarily with designated mincuity groups, such as American Indians, Mexican

Americans, or Puerto Ricans, who are coincidentally collegefunivasity students, are referred to RC

or UD as appropriate.

III. BRIEF STATEMENT

All aspects of the conditions, programs, end problems at colleges and univessities provkling higher

education (i.e., four-year degrees and bermd). This includes governance and managemen4 phuming;
finance; inter-insthutional arrangements; business or industry programs leading to a degree; histitutional

research at the collegefunivasity level; Federal program% legal issues and legislaticm; professional education
(e.g., medicine, law, etc.) and professional continuing educatica.
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HIGHER EDUCATION
APPLICABLE THUS

ACADEMIC ACHIEVBENT
ACADEMIC ADOSING
ACADEMIC ASPIRATION
ACADEMIC FREEDOM
ACADEMIC PERI:MENGE
ACADEMIC RANK PROFESSIONAL
ACADEMIC STANDARDS
ACCESS TO EDUCATION
ACCOUNTABILITY
ACCREDITATION (NSTITUTIONS)
ADMINISTRATIVE POUCY
ADMINISTRATOR ATTITUDES
ADMINISTRATOR

CHARACTERISTICS
ADIONISTRATOR ROLE
ADMISSION CRITERIA
ADULT STUDENTS
AFFIRMATIVE ACTION
ALUMNI
AMERICAN INDIANS
ARTICULATION EDUCATION
ATHLETES
ATTITUDES

BACHELORS DEGREE
BLACK COLLEGES
BLACK STUCEWIS
BLACKS

CAMPUS PLANNING
CASE STUDIES
CHURCH RELATED COLLEGES
COGNITIVE PROCESS
COLLECTIVE BARGAINING
COLLEGE ADMINISTRATION
COLLEGE ADMISSION
OXLEGE APPUCANTS
COLLEGE ATHLETICS
COU.EGE ATTENDANCE
COLLEGE BUIWINGS
COLLEGE CHOICE
COU.EGE CREDITS
COU.EGE CURRICULUM
COU.EGE ENTRANCE

EXAMINATIONS
COLLEGE ENVIRONMENT
COLLEGE FACULTY
COLLEGE FRESHMEN
COLLEGE GRADUATES
COLLEGE INsrRucroN
COLLEGE PLANNING
COLLEGE PREPARATION
COLLEGE PRESIDENTS
COLLEGE PROGRAMS
COLLEGE ROLE
COLLEGE STIKENTS
COLLEGES
COMMUNITY COLLEGES
COMPARATIVE EDUCATION
COMPUTER ASSISTED

INSTRUCTION
CONFLICT RESOLUTION

CONTWUNG EDUCATION
COOPERATIVE PROGRAMS
CORE CURIVOLLUM
COST EFFECTIVENESS
COSTS
COURSE CONTENT
COURSE DESCRIPTIONS
COURSE EVALUATION
CATI1CAL THINKING
CURRICULUM DESIGN
CUFMCUUSII DEVELOPMENT

DEANS
DECISION WONG
DECLAIM ENROLLMENT
DEIMEE FNEOUIFEMENTS
DEGREES ACADEMIC
DEMOGRAPHY
DENTAL SCHOOLS
DENTAL STUDENTS
DEVELOPING NATIONS
DISTANCE EDUCATION
DOCKXW. DEGREES
DOCTORAL PROGRAMS

EDUCATIONAL ASSESSMENT
EDUCATIONAL FINANCE
EDUCATIONAL IMPRO/EMENT
EDUCATIONAL NEEDS
EDUCATIONAL OPPORTUNITIES
EDUCATIONAL TRENDS
EDUCATIONAL POUCY
EDUCATIONAL QUALITY
EDUCATIONAL RESEARCH
ENDOWMENT FUNDS
ENGINMRING EDUCATION
ENRCXLMENT
ENROLLMENT IIVUIENCES
ENROLLMENT PROJECTIONS
ENROLLMENT TRENDS
ETHNIC GROWS
EVALUATION CRITERIA
EVALUATION METHODS
EXTRACURRICULAR ACTIVITIES

FACULTY ADVISERS
FACULTY COLLEGE

RELATIONSHIP
FACULTY DEVELOPMENT
FACULTY EVALUATION
FEDERAL LEENSLATION
FACULTY PROMOTION
FACULTY WORKLOAD
FINANCIAL AID APPLZANTS
FINANCIAL NEEDS
FINANCIAL PROBLEMS
FOREIGN COUNTRIES
FORECIN STUDENTS
FULL TIME FACILTY
FUND RAISING

ERIC Clearfnghouse Soaps of Intonost Guide
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HE

GENERAL EDUCATION
G.OVERNANCE
GOVERNING BOARDS
GOVERNMENT SCHOOL

MATIONSHIP
GRADE POINT AVERAGE
GRADUATE MEDICAL EDUCATION
GRADUATE STUDENTS
GRADUATE STUDY
GRADUATE SURVEYS
GRIEVANCE PROCEDURES

HIGH RISK STUDENT
HIGHER EDUCATION
HISPANIC AMERICANS
HUMANITIES

IN STATE STUDENTS
INSTITUTIONAL

CHARACTERISTICS
INSTITUTIONAL EVALUATION
INSTITUTIONAL MISSION
INSTITUTIONAL RESEARCH
INTELLECTUAL EXSCIPLINES
INTERCOLLEGIATE COCPERATION

JOB SATISFACTION

KNOWLEDGE LEVEL

LAW SCHOOLS
LEAVE OF ABSENCE
LEGAL EDUCATION
LIBERAL ARM
LOAN REPAYMENT
LONG RANGE PLANNING

MAJOR STUDENTS
MASTERS DEGREES
MEDICAL EDUCATION
MEDICAL SCHOOL FACULTY
MEDICAL SCHOOLS
MEDICAL STUDENTS
MENTORS
MINORITY GROUPS

NEED ANALYSIS STUDENT
FINAICIAL AID

NONTRADITIONAL EDUCATION
NONTRADITIONAL STUDENTS
NURSING EDUCATION

ORGANIZATIONAL CHANGE
ORGANIZATIONAL CLIMATE
our OF STATE STUCENTS
OUTCOMES OF EDUCATION

PARENT FINANCIAL
CONTRIBUTION

PART 11ME FACULTY
PART TIME STUDENTS
PARTICIPATIVE DECSION MAKiNG
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HIGHER EDUCATION
APPLICABLE TERMS

PAYING FOR COLLEGE
PEER EVALUATION
PHAFWAOCEUTICAL EDUCATION
POUCY FORMATION
POSTSECOMARY EIXCATION
PRIVATE COU.EGES
PROFESSIONAL CONTINUING

EDUCATM
PROFESSIONAL EDUCATION
PROGRAM CHARACTERISTIS
PROGRAM DEVELOPMENT
PROGRAM EVALUATION
PROGRAM IWILEMENTA1IM4
PUBLIC COLLEGES

RESEARCH MC DEVELOPMENT
RESEARCH METHODOUOGY
FESEARCH UNIVERSMES
RESEARCH UnLaATim
RESOURCE ALLOCATION
ROLE PERCEPTION

SALARES
SCHOLAR:9*V
SCHOOL BUSIPESS

RELAT10193/4,
SCHOOL COMIUNITY

RELATIONSHIP
SCHOOL HOLDWG PCiWER
SMALL COLLEGES
STAFF DEVELOPMENT
STATE AID
STATE COLLEGES
STATE UNIVERSITIES
STUDENT ADJUSTMENT
STUDENT ATTITUDES
STUDENT ATTRITION
STWENT CHARACTERISTICS
STUDENT COLLEGE

RELATIONSHIP
S rUDENT COSTS
SITRIENT DEVELOPMENT
STLMENT EVALUATION
STUDENT FINANCIAL AID
ITLX:04T LOAN PROGRAMS
St-WENT NEEDS
STUDENT PLACEMENT
STUDENT PERSONNEL SERVICES
swam RECRUITMENT
STUDY ABROAD

TEACHER CHARACTERISTICS
TEACHER EFFECTIVENESS
TEACHING ASSISTANTS
TEACHING HOSPITALS
TENUM
TREND ANALYSIS
TUTION
TWO YEAR COLLEGES

LRCERGRACUATE STUDENTS
UNDERGRADUATE STUDY
L&WERSMES

WO1EN FACULTY
WOMENS EDUCATION

6

Apra 1991 A-44 ERIC Clearinghouse Scope of Interest Guide



INFORMATION RESOURCES (IR)

SCOPE OF INTEREST STATEMENT

L FORMAL STATEMENT

Educadonal media and technology ask libraryfinfomadcm sciences arc covered at all levek of education,
includng the professional !reparation of educational technobgists, and informatics specialists for

eduestion-related responsibtides.

Edueadonal Technolou.
The emphasis in this field is placed an the design, devdopment, and evaluation of instruction and learning.
All aspects of media and technology, as they are applied to teaching and learning, are covered, includng
the delivay of instruction via computers, microcomputers, telecommunication (cable, broadcast, sawlike),
films, radio, television, videodiscs, and other audovisual media or devices. Tecimiques covered include,
among °than, comptuer-assined and computer-managed instructkm, skaulativ, and gaming, mastery
learning, and programmed instruction. These tiaras of distance education tbat are concealed with the
design and delivery of instructional materials fir this type of education are also cowed.

Libnry/Inforusation Science
The focus in this ticeld is on the management, operation, and use of lit:wades and information centas of all
types (school, academic, special, public, etc.) in the pafonnance of their educational missiou. Among the
topics covered in this context are: facilidere personnel; planning; media selection, acquisition, and
organizadon; Musty automadca; networldng; learning =moo canal; information literacy, bibliographic
instnwtion, ant infonnadon skills instruction; censorship copyrigh4 infosmation resource management
(IRM); access ro information (physical, theoretical, technical, and political); information !weaning, storage,
and tetrieval.

Information Technology
May apply to either or both fields above and includes the storage, processing, and delivery of information
by such means as electronic networks, teleconferencing, computer conferencing, online searching, and
computer-based infamation systems.

IL EXPLANATORY NOTES

Many documents and articles within the scope of IR may overlap with the saves of other clearinghouses.
Most of these items feature primazy and secondary themes. If the primary focus of an item is on the subject
matter andfor special populations, the item should be handled by the appropriate subject matter or special
population clearinghouse. If the primary focus is on the poems of design, delivery, and evaluation of
instruction, or the access, me, and management of libraty and information system. regardless of the field or
special popolation, the item is within the scope of IR.

4%4 or...

ERIC clainnshoiss Soaps af Wars Odds A45 Apd1 1991



INFORMATION RESOURCES (IR)

111 BRET STATEMENT

Batcational technology (with emphasis on instructional design, devebpment, and evaluation) and

libraty/information science at all academic kvels and with all populadcms, inchiding the preparation of

professionals. The media and devices of educatkaal communications: compute= and miaucompaters,

teleCOSIMMOklatiOni (cable, broadcast satellite), audio and video recradings, film and other audiovisual

materials, as they pertain to teaching and laming (in both conventional and distance educadm settings). The

operation and management of libraries and inibemation services fos educadon-telated organisations, inducing

acquisition and organization of materials, automation, access, =worship, am, infonnadon storage and retrievaL

All aspects of information management and informadon technology related to educatica.

76
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JUNIOR COLLEGES (JC)

SCOPE OF INTEREST STATEMENT

L FORNAL STATEMENT

Two-year colleges, including public and private communhy and junior colleges, technical institutes, and
hunch university campuses, that oft the associate degme in arts, sciences, or applied sciences as their highest
degree. Includes the following mess, as they pertain to such hastinaiong

(I) Otganizadon, administradon, nuance, goninance, role and mission, and futures;

(2) Characteristics, needs, and roles of studa us, faculty, administrateas, and trustees;

(3) Preparation, development, and evaluatice of staff/faculty;

(4) Curricula, teaching methods, and programs (including general education, musfer, occupational, community
service, and developmental studies wpm*

(5) linkages and relationships with businessjindustrf/commtmky and adculadon with secondari schools and
four-year inadtutions;

(6) Methodologies of research applied to two-year colleges;

(7) Libtaries, learning resource centets, and otha student services.

IL EXPLANATORY NOTES

Items are considered to be within the scope of SC when their orientation es focus is on the two-yesr
college. In eases what a document's content overlaps with another Clearinghouse's scope, the hates
emphasis detennines its disposidon for process*. /kr cum*, documents de:sling with: handicapped or
minority populations at two-year colleges; counseling semi= within two-year collegeg vocational or adult
education programs at two-year collegetg library services a the use of educadonal teclmology at two-year
institudwg and the administradon of two-year colleges, are all considered within the SC scope. Discipline-
related documents (e.g., thOse dealing with foreip language insnuction, reading, social stuerees, ete.) are
generally transferred to the apptopriate stthject-oriented clearinghouse, unless the two-year college applications
of the materials are especially strewed in the doctanent. Materials dealing with all aspects of postsecondary
education, including boM two- and four-year colleges, will be processed by JC or transferred to the HE
Clearinghouse, dependent upon the emphasis of the documents.

e, 2
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JUNIOR COLLEGES (IC)

111. RitIEF STATEMENT

Development, adminisuatico, and evaluation of two-year public and Ovate community and junior
colleges, technical institutes, and two-year branch university campuses. Two-year college stucknts, faculty,
staff, curricula, programs, swat swims, libtaries, and canumaity services. I.inbges between two-year
colleges and businessiindustrialicommuthy organizathurs. Articuladai of two-year colleges with secondary
and four-year postsecondary bistionicos.

a 8 0
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ACACIEW ACICEVEMENT
ACADElltfIC ADVISING
ACADEMIC MANS
ACAMMIC PERSISTEICE
ACADEMIC STANDARDS
ACCESS TO EDUCATION
ACCREDITATION (INSTITUTIONS)
AMAMI FACULTY
ADMNISTRATIVE ORGANIZATION
ADMINISTRATM ATTITUDES
AMMNISTRATOR EFFECTIVENESS
ADMNISTRATOR EVALUATION
ADMINISTRATOR RESPOMBILITY
ADMMSTRATOR ROLE
ADMINISTRATORS
ALKLT BA= EDUCATION
ADLLT EDUCATIMI
ADULT STUDENTS
ADVISORY conarrt-Es
AFFIRMATIVE ACTION
AGING IN ACADEMIA
ALLIED HEALTH OCCUPATIONS

EDUCATION
ALUMNI
ANDRACIOGY
ARTICULATION (EDUCATION)
ASSOCIATE DEGREES

BASIC SKILLS
BLACK STUCENTS
BOARD ADMINISTRATOR

RELATIONSHIP
BUDGETS/BUDGETING
BUSINESS EDUCATION

CAMPUS PLANNING
CAREER COUNSEUNG
COLLECTIVE BARGAINING
COLLEGE PRESIDENTS
COLLEGE BUILDINGS
COLLEGE TRANSFER STUDENTS
COLLEGE CREDITS
COLLEGE CHOICE
COLLEGE ADMISSION
COLLEGE GOVERNING COUNCILS
COLLEGE FRESHMEN
COLLEGE PLANNING
COLLEGE ADMINISTRATOR
COLLEGE APPLICANTS
COLLEGE CURRICULUM
COLLEGE ATTENDANCE
COLLEGE ENVIRONMENT
COLLEGE INSTRUCTION
COLLEGE LIBRARIES
COLLEGE ROLE
COLLEGE PROGRAMS
COLLEGE BOUND STUDENTS
COLLEGE SCHOOL COOPERATION
COLLEGE GRADUATES
COLLEGE FACULTY
COLLEGE ADMINISTRATION
COMMUNITY EDUCATION

COMMUNITY COLLEGES
COMMUNITY SERVICES
COMMUTER COLLEGES
=MUTING STUDENTS
COMPARATIVE ANALYSIS
COMPENSATORY EDUCATION
COMPETENCY BASED EDUCATICW
COMPUTER ASSISTED

INSTRUCTION
COMPUTER ORIENTED

PROGRAMS
CONTINLM EDUCATION
COCPERATIVE EDUCATION
COOPERATIVE PROGRAMS
COST EFFECTIVENESS
COURSE SELECTION (STUDENTS)
COURSE CONTENT
COLEISE DESCRIPTICNS
CREDIT COURSES
CRITICAL THINKING
CURRICULUM EVALUATION
CURRICUWM GUIDES
CURRICULUM DEVELOPMENT

DAY STUDENTS
DEANS
DECUNING ENROLLMENT
DEGREE REQUIREMENTS
DEGREES (ACADEMIC)
DEMOGRAPHY
DEPARTMENT HEADS
DEPARTMENTS
DEVELOPMENTAL STUDIES

PROGRAMS
DIAGNOSTIC TESTING
DISTANCE EDUCATION
DROPOUT PREVENTION
DROPOUT RESEARCH
DROPOUTS

ECONOMIC DEVELOPMENT
EDUCATION WORK RELATIONSHIP
EDUCATIONAL ASSESSMENT
EDUCATIMIAL MVELOPME NT
EDUCATIONAL EQUITY (FINANCE)
EDUCATIONAL FINANCE
EDUCATIONAL INNOVATION
EDUCATIONAL OBJECTIVES
EDUCATIONAL PLANNING
EDUCATIONAL TELEVISION
EDUCATIONALLY

DISADVANTAGED
EMPLOYMENT PROGRAMS
ENROLLMENT
ENROLLMENT INFLUENCES
ENROLLMENT PROJECTIONS
ENROLLMENT TRENDS
EQUAL EDUCATION
ETHNIC GROUPS
EVALUATION CRITERIA
EVALUATION METHODS
EVENING PROGRAMS

884

EVENING STIMENTS
EXPENCITMES

FACULTY =LEGE
RELATIONSHIP

FACUXY DEVELOPMENT
FACULTY EVALUATION
FACILTY WORKLOAD
FEDERAL AID
FINANCIAL PROBLEMS
FINAICIAL SUPPORT
FOLLOWUP snow
FILL 11.9e EQUIVALENCY
FULL TIME FACULTY
FULL TIME STUDENTS

GENERAL EDUCATION
GOVERNANCE
GOVERNING BOARD
GRADE POINT AVERAGE
GRADES (WHOLASTIC)
GRADUATE SURVEYS

HEALTH OCCUPATIONS
EDUCATION

HIGH RISK STUDENTS
HIGHER EDUCATIONS
HONORS CURRICULUM
HUMAN RESOURCE

DEVELOPMENT
HUMANISTIC EDUCATION
HUMANITIES INSTRUCTION

INDIVIDUALIZED INSTRUCTION
INSERVICE TEACHER EDUCATION
INSTITUTIONAL RESEARCH
INSTRUCTIONAL INNOVATION
INTEGRATED CURRICULUM
INTERCOLLEGIATE =OPERATION
INTERDISCIPUNARY APPROACH

LEARNING FESOLACES CENTERS
LEARNING LABORATORIES
LIBERAL ARTS
LIFELONG LEARNING
LITERACY EDUCATION
LONG RANGE PLANNING
LOWITUDINAL STUDIES

MMORS (STUDENTS)
MANAGEMENT BY OBJECTIVES
MASTER PLANS
MEASURES (INDIVIDUALS)
METHODS
MINORITY GROUPS
MISSION STATEMENTS
MULTICAMPUS COLLEGES
MULTICAMPUS DISTRICTS

NATIMAL SURVEYS
NEEDS ASSESSMENT
NONCREDIT COURSES

ERIC Clearinghouse Scope of Interest Manual A-63 Aprff 1991



JC
JUNIOR COLLEGES

APPLICABLE TERMS

NONTRADITIMAL OCCUPATIONS
NONTRADITIONAL STUDENTS

OCCILWATIONAL EDUCATION
OLDER AOLLTS
OPEN ENROLLMENT
ORGANIZATMAL DEVELOPMENT
ORGANIZATIMAL OBJECTIVES
OUTCOWS OF EDUCATION

PART TIME STUDENTS
PART TIME FACULTY
POSTSECONDARY EDUCATION
PRIVATE COLLEGES
PRCGRAM COSTS
PROGRAM DESCRIPTIONS
PROGRAM DEVELMMENT
PROGRAM EFFECTIVENESS
PROGRAM IM,LEMENTATION
PROGRARED INSTRUCTION

REENTRY STUDENTS
REMEDIAL EDUCATION
REMEDIAL PROGRAMS
RESEARCH METHODOLOGY
RETRAINING
ROLE CO EDUCATION
RURAL SCHOOLS

SCHOOL DISTRICTS
SCHOOL BUIIIINESS

RELATIONSHIP
SCHOOL HOLDING POWER
SCHOOL COMMUNITY

RELATIONSHIP
SCHOOL SURVEYS
SELF EVALUATION (GROUPS)
STATE AID
STATE COLLEGES
STAFF DEVELOPMENT
STATE LEGISLATION
STATE SURVEYS
STATEWIDE PLANNING
STUDENT ATTITUDES
STUDENT An-Rma4
STUDENT COLLEGE

RELATIONSHIP
STUDENT COSTS
STUDENT EDUCATIONAL

OBJECTIVES
STUDENT EVALUATION
STUDENT EVALUATION OF
TEACHER PERFORMANCE
STUDENT NEEDS
STUDENT PERSONNEL SERVICES
STUDENT RECRUITMENT
STUDENT TEACHING

RELATIONSHIP

TEACHER ATTITUDES
TEACHER CHARACTERISTICS
TEACHER EVALUATION

TEACHER PARTICIPATION
TEACHER SALARIES
TECHNICAL EDUCATION
TECHNICAL INSTITUTES
TEACKNO METHCOS
TECHNOLOGICAL LITERACY
TERMINAL STUDENTS
TRADE AND INDUSTRIAL

EDUCATION
TRANWER POLICY
TRANSFER PROGRAMS
TRANSFER STUDENTS
TREND ANALYSIS
TRUSTEES
TUITICN
TUTORIAL PROGRAMS
TWO YEAR COLLEGES
IWO YEAR COLLEGE STUDENTS

UNDERGRADUATE STUDIES
UNIVERSITIES
URBAN SCHOOLS

VOCATIONAL EDUCATION
VOCATIONAL FOLLOWUP

WHITE STUDENTS
WITHDRAWAL (EDUCATION)
WRITING ACROSS THE

CURRICULUM

April 1991 A-54 ERIC Clear1n 9house Scope of Irdsmat Guide



ELEMENTARY AND EARLY cmaLDHoOD EDUCATION (PS)

SCOPE OF INTEREST STATEMENT

I. FORMAL STATEMENT

All aspects of the growth, development, care, end educatke et children, from birth tbnmgh six years.
Materials on the developmem and education of children through early adolescence, excluding those areas
covered by other Clesringhouses, may also be considered in scope. Specific populatkms of interest include:
infants, preschool children; kindergartnerg elementary school student; early adolescents; early childhood and
rile:maw administmtoestteacherskaregivers.

Specific =Weds of interest a=

( 1) Prenatal and infant development and care;

( 2) Child care and community services for chikken at local, state, and federal levels, including family day
cam, before- and after-school day care., emphyes-suppcsted day care, foster care mid adoption;

( 3) Ekmemary educadan, including screening and grade reteutice, and other non-subject-specific elementary
areas not covered by other Clearinghouses;

( 4) Parent, child, and family relationship; and family life, including socialization, emodonal development, and
home and school social relationships;

( 5) Parenting and parent education;

( 6) Hod Start, Follow-Through, Montessori, and other early childhood programs;

( 7) Emergent literacy, family literacy, language acquisition and development in preschoolers and young
children;

( 8) Preparation of early childhood teachers and training of child caregivas;

( 9) Learning theory and cognitice theory, both research and concomitant practice that is related to children;

(10) Technology and children, including the effects of tekvision, computers, videos, and other technology or
media on children and families;

(11) Thecretical, philosophical, and policy issues related to children's development and education, inclucfmg
child advocacy end the effects of public policy on children.

ERIC Cleeringbaese Scope of bunest Guide A-SS Apdt 1991



ELEMENTARY AND EARLY CHILDHOOD EDUCATION (PS)

IL EXPLANATORY NOTES

Documents dealing with signor children over the ap of six se transferred to RC. Documents on child

abuse or special needs infants are transferred to Ir. Documents dealing with bilingual education or second

language learning are tussferned to FL Downturn death* primarily with emagem literacy (in children 0-6)

are within the scope of PS; documents deal* with older children's Soucy are transferred to CS. Parent
education documents, that focus on adult education, se transfened to CE.

M. BRIEF STATEMENT

All aspects of the physical, cognitive, social, motional, educational, and cultund development of children,

from birth through early adolescence. Among the topics coveted sr: prenatal and infant devekipment and

care; patent education; home and school relationsitim learning theory research and practice related to children's

developmen4 preparation of early childhood teachers and caregivers; and educational regrows and cmantnity
services for children.

Apd1 1991 A-36 Cloobsehouse Scopo of Immo Gale
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RURAL EDUCATION AND SMALL SCHOOLS (RC)

SCOPE OF INTEREST STATEMENT

I. FORMAL STATEMENT

The Scope of Interest Statement for RC is subdivided into six parts, conesponcling to their major areas
of coverage as follows:

Rural Education
Schools and school districts in nonmettopolitan areas, small towns, remoa, areas, sparsely populated areas, or

any combinatkm thereof. Curried= and instundonal programs, methods, and mataials that addtess the
education of students attending schools in natal sections of the mice. Research and evaluation about
exhacatioml radices and facies in rural schools, it:chiding curriculum and insmaction, oganizational
effecdveness, student achievement and aspirations, and educational attain:nem Social and economic
conditions then cfirmay effect the operation of rtnal schools, including =al and urban dant:nos, migration
patterns, naal economk development, training for employment, binding, taxation, and rovisious fcc
educadonal finance ht tutal schools sad districts. The context of tural cult= and cultural wens as they
relate to the goals of nazi education, educational practice, and students' migrations and educational
experience. Preparation programs, including related services, that train professionak to work in rural schools
and districts. Also includes conparative education as it applies tio the tural experience in other nations.

Small Schools
Educational practices and policies that apply to swaft schools whether %abut, suburban, or rural. Reseatch
and evaluation conceming the influence of small school or district size on histrucdonal practice, organizational
effectiveness, and students' educational =peril:we, aspirations, achievement, and attainment. Community,
economic, social, and related influences, as they affect the operation of small schools or districts.

Education of American Indians and Alaska Nathes
Both North and South American Indians, non* including Alaskan natives and Canadian natives, living in
moil, suburban, and tuba seuings. Cutriculum and inntuctional Forams, methods, and materials that
address the education of all American Indian groups. Includes cunitulum and imtructional materials
pettaining to the yank= American Indian cultures and language groups. Research and evaluation about
educatkmal practices and policies in schools that serve thaw groups, including mica= and instinct:km,
organizational effectiveness, staff development, student achievement, and educational *raiment. Social and
moronic conditions that affect the Tondos of schools that serve these groups, including linguistic and
cultural differences, migration patterns, economic and social condidons on reservations and in the society at
large as they affect the education of American Indians, training for employment, and the finance of American

Indian educatim. The contest of both ethnic and mainstream culture and cultural nomas as they relate to the
goals 0(Am:ion Indian education, education' practice, and students' aspitations and educational experience.

Prepatation programs, including related services, that train professionals to work with American Indian
students.
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RURAL MUCATION AND SMALL SCHOOLS atp

IL EXPLANATORY NOTES

Documents that deal exchnively with envhonmental educatite are transferred to SP.. Documents that deal
exchnively with physical education or recitation are transfened to SP. Documests that mom= Mods, Poem
Rkans, Asian America's, or Cubans (whemer located) are tomsferted to LID. The chart that follows shows
the allocation of the varian ethnic groups between RC sad IID.

ETHNIC GROUP

Blacks

LOCATION

URBAN/
SUBURBAN

LID

RURAL

up

Puerto Ricans UD LID

Cubans UD UD

Asian Americans

Mexican Americans
(Spanish Americans, Chicanos, Hispanics, Mexicans)

LID

RC

American Indians/Alaska Natives
(Native Americans, Eskimos, Aleuts, and Canada Natives)

Migrants

RC

RC

UD

RC

RC

RC

All Others

BRIEF STATEMENT

Curriculum and instructicaal programs, methods, and materials that address the education of students in rural
schools or districts, small schools wherever located, and schools or districts wherever located that save
American Indian and Alaskan natives, Mexican Americans, and advents, or that have programs related to
outdoor education. Research and evaluation about students, schools, and districts within such groups or served
by such programs. Also includes cultural, ethnk, linguistic, economic, and 90Ciai conditions that affect rural
education, small schools, American Indians and Algal= natives, Mexican Americans, migrants, and outdoce
educatkm. Prepandon program, including related services, that lain professionals to work in such =texts.

ERIC Cleadaghouse Scope of buena Guido A41 April 1991
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SCIENCE, MATHEMATICS, AND
ENVIRONMENTAL EDUCATION (SE)

SCOPE OF MEREST STATEMENT

L FORMAL STATEMENT

All levels and aspects of science, mathentadcs, enginecting/techno/ogy, and environmental education,

including Teacher &broaden in these mem The following topics are included, when focuved on any of the

broad xope We= ?rimed to above

( 1) Applications of learning &may and consideration of learning outcomes, including the impact of
attitudes, skills, intellkgence, values, and concept development upon learning;

( 2) Instructicatal materials, curriculum guides, and teaching guides;

( 3) FArcational progams, projects, and special activities;

( 4) Research and evalnadve studies;

( 5) Applications of educational teclmology and media, including computer software.

II. EXPLANATORY NOTES

While SE covets euvinmmental educatka activities in general, some aspects of environmcntal education

are within the scopes el other Clearinghouses. For example, general outdoor education materials art within
the sove 61 RC. Social aspects of environmental education are covered by SO. SE worlm with various

associatious and groups having science, mathematics, engineering/technology, and environmental interests in

postlecondary and higher education and pnerally includes the publications of timse organizations within its

scope. These publications generaIly concern professional and technical courses, progam; and occupation&
In the "technology' area, "Educational Technology' is within IR's scope and "Technology Education'
(formerly Industrial Arts, is within CE's scope.

ILL BRIEF STATEMENT

Science, mathematics, engineering/technology, and envinamental education at all levels. The following
totics when focused on any of the above btoad scope areas: applications of laming them; curriculum and
instructional mated* teach= and teacher educaticag educadonal programs and projects; research and
evaluative studim; applications of educational technology and media.



Il2

I IN g 1

i bli hpi gteighl LAO Idi ; ICI 14 :

OMMq01/111111Miihnid brakil

1§p 1
2 uz

iihi 11 hhili1 111101

Ill doh 11 911

ihidir
mLU

/111111111



I
11

p
0)

P
H

ick,
5

0
im

Iiiilikililh
riiirM

illidikildill
1141'0111111M

1

1 ii li
ii

mr
hi

P
/1

1
1

,0 rM (

ilikaindil
kild161111

8.
k

h

1
ii

11
O

N
O

!
1

1
q

1
lo po 111,

0
d

flh
L

iiiiiiiiii R
id

1ibh
M

illard
0111di



1111111111111111111111 11110 NEN 111111111111111111

11111111 11111111
1,7

11111 PI 101111g at w w-- r z
s

1

Pail PIO iliiiiiplillhOMMR1111111111

'11111111
11 11 1/1111111 11111111111

a

1

1111,1111111111110

11 11 141 1 tTi



SOCIAL STUDIES/SOCIAL SCIENCE EDUCATION (SO)

SCOPE OF INTEREST STATEMENT

I. FORMAL STATEMENT

All aspects of Social Smdies and Social Science Education (the principal relevant disciplhies being:
anthropology, archaeology, civics, econcanks, educadon, geograpky, histray, law, philosophy, political science,
social psychology, sociology), inchrding values educed= (and the social aspects of environmental education
and sex *breathy*, and imemadonal education, comparative education, and cross-cultural studies in all subject
areas (K-12). The content of the social science disdplines (including their contributions to knowledge and
understanding of the educadonal process). The application of leaning theory, curriculum them, child
development thecry, and instrucdonal theory to social studies/social sciences educadon. Research and
development projects in the social studies/social sciences. Ethnic heritage, gender eqtdty, aging, and social
biasidiscrhninadon topics.

Also covered are music, art, and architecture as related to die fine tuts.

II. EXPLANATORY NOM

Documents =caned with compatative educatkm in general, as well as at die K-12 level, are processed
by SO. Documents concerned with canparative education at the higher educatko level are lammed by the
HE Ckaringhouse.

IIL BRIEF STATEMENT

All aspects of Social Studies and Social Science Education, including values education (and the social
aspects of envhonmental education and sex education), international education, comparative *bastion, and
cross-cubural studies in all subject areas (K-I2). Ethnic heritage, gender equity, aging, and social
bias/discrimination topics. Also covered me music, art, and architecture as related to the fine arta.

01
ERIC muds:sham Scope of loom Guide A-73 Apill 1991



SOCIAL STUDIES/SOCIAL SCIENCE EDUCATION SO
APPLICABLE TERMS

ABORMNS (CLEVECULUM
REIATED SOCIAL CCSNMERNS)

ACADEMIC ACHIEVEMENT
ACTIVISM
ADASTMENT (TO ENVIRONMENT)
AFRECTIVE MEMO;
AFFECTWE BEHAVIOR
AFRRMATIVE &MON
AFRICAN AMMAN STUDIES
AF1RCAN STUDIES
AGING (CURRICUUSM RELATED

SOCIAL CONCERN)
AWOHOUSM (SOCIAL PROBUBI)
AMERICAN GCMERNMENT
AMERICAN STUD=
ANDROGYNY
ANTHROPOLOGY
ARCHAEOLOGY
ARCHITECTURE (AS IT RELATES

TO SOCIAL STUDIES)
AREA STUDIES
ART EDUCATION
ART CRITICISM
ART
ASIAN SWIMS
AUTHORITARIANISM

O BASIC SICILIA (=X& STUDIES)
BEHAVIOR CHANGE
BEHAVIOR THEORIES
BEHAVIOR& SCIENCES

RESEARCH
BEHAVIORAL SCIENCES
BUCK STLOIES

CASE STUDIES (RELATING TO THE
SOCIAL SCIENCES)

CENSORSHIP
CHANGE STRATEGIES

(SOCIAL snow)
CHANGING ATTITUDES
CHILD PSYCHOLOGY
CHILD DEVELOMENT (AS PART

OF PSYCHOLOGY)
CITIZEN PARTICIPATION
CITIZENSHIP
MOS
CIVIL LIBERTIES
CIVIL RIGHTS
CLASSROOM GAMES (SOCIAL

STUDIES)
MDMMUNISSI
COMMUNITY STUDIES
COMMUN1TY RESOURCES
COMMUNITY A=ION
COMPARATIVE EDUCATION
COMPUTER ASSISTED

INSTRUCTION (SOCIAL
STUMM

CONFUCT RESOLUTION
CONSERVATION EDUCATION
=INSTITUTION& LAW

CONSTITUTIONAL HISTORY
CONSUMER EDUCATION (AS PART

OF Soo& STUDIES)
CONSUMER ECONOMICS
COURT LITIGATION
CREATIVE THINKING
CRIME
CRTITCAL THINKEKI
CROSS CULTURAL STUDIES
CR= CULTURAL TRAINING

(CULTURAL WARENESS)
CULTURAL DFFERENCES
CULTURAL AWAISENEIS
CULTURAL EDUCATION
CULTURAL BACKGROUND
CULTURAL CONTE) T
CILTURAL EXCHANGE
CULTURAL FACTORS
CULTURAL IMAGES
CtX.TURAL PLURALISM
CULTURALLY DISADVANTAGED
CULTURE CCM=
CURRENT EVENTS
CURRICULUM DEVELOPMENT

(THEORY)
CURRICILUM GUIDES
CURRICULUM DESIGN (THEORY)
CURRICLLUM EVALUATION

(SOCIAL STUDIES)

DEATH (CURRICULUM RELATED
SMIAL CONC:ERN)

DEATH EDUCATION (CURRICULLAI
RELATED SOCIAL CONCERN)

DECISION MAKING
DEDUCTIVE METHODS (SOCIAL

STUMM
DEMOCRATIC VALUES
DEMOGRAPHY
DEVELOPED NATIONS
DEVELOPEIG NATIONS
DISCCNERY LEARNING
DISCRIMINATORY ATTITUDES

(SOCIAL)
DISMISSION (TEACHING

TECHNICILM)
DISSENT
DIVORCE (SOCIAL PROBLEM)
DRUG ABUSE (SOCIAL PROBLEM)
DUE PROCESS

ECONOMIC FACTORS
ECONOMICS EDLCATION
ECONOMICS (GENERAL) (AS PART

OF SOCIAL STUDIES)
EDUCATION
EDUCATIONAL GAMES (SOCIAL

STUDIES)
EDLCATIONAL OBJECTIVES
EDUCATIONAL INNOVATION
EDUCATIONAL CHANGE
EDUCATIONAL ALTERNATIVES

ERIC Cloodnghouso Scope at !Mena Guido
0

MS

EDUCATIONAL SOCIOLOGY
EDUCATIONAL PSYCHOLOGY
EDUCATIONAL FESBENCH
EDUCATIONAL THEORY
EDLCATIONAL HISTORY
EDUCATIONAL PHECISOPHY
EDUCATIONAL IMPROVEMENT
EDUCATIONAL ECONOSICS
ERRECTIVE TEACHING (SOCIAL

STUDIES)
ENERGY CONSERVATION (SOCIAL

STUDIES)
ENERGY
ENVIRONMENTAL EDUCATION (AS

PART OF SOCIAL STUDIES)
ETHICAL INSTRUCTION
ETHNIC GROUPS
ETHNIC ORIGINS
ETHNIC MINORTIM
ETHNIC RELATIONS
ETHNIC STUDIES
ETIMIC STEREOTYPES
ETHNOLOGY
EUROPEAN STUDIES

FAMILY (SOCIOLOGICAL UNIT)
FAMILY ENVIRONMENT
FAMLY CHARACTERISTICS
FAMILY LIFE EDUCATION
FEMALES
FEMINISM
FOREIGN CULTURE
FOREIGN RELATIONS
FOUNDATIONS OF EDUCATION
FUTURES OCIF socerr
FUTURISM

GAME THEORY (SOCIAL STUDIES)
GAMES ;soma. STUDIES)
GEOGRAPHIC RESIONS
GEOGRAPHY INSTRUCTION
GEOGRAPHY
GERONTOLOGY (SOCIAL

PROBLEM
GLOBAL EDUCATION
GOVERNMENT
GOVERNMENT GROUP

RELATIONS
GROUP RELATIONS

HERITAGE EIXCATION
HISTORY INSTRUCTION
HISTORY
HUMAN RELATIONS PRCX3RAMS
HUMAN RELATIONS
HUMAN RELATIONS UNITS
HUMAN SERVICES (SOCIAL

WELFARE)
HUMAN RIGHTS
HUMANISM
HUMANITIES INSTRUCTION (ART,

MUSIC, CULTURAL STUDIES)

Apd11991
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SOCIAL STUDIESISCCIAL SCIENCE EDUCATION
APPLICABLE TERMS

SO

TEACHER EDUCATION (SOCIAL
STUMM

TEACMG WHOM (THEORY)
(SOCIAL STICIIES)

TEACMG wax STUDIES)
TEACMG MODELS (SOCIAL

STUNS)
TRANSFER OF TRAINING

(PSYCHOLOGY)

UNITED STATES HISTORY
URBAN STUDIES
URBANIZATION

VAWES
VISUAL PERCEPTION

(PSYCHOLOGY)
VISUAL DISCIMINATION

(PSYCHOLOGY)
VISUAL ARTS

WAR
W014ENS STUDIES
WOW'S EDUCATION
WORLD AFFAIRS
WORLD PROBLEMS
WORLD HISMRY

YOUTH
YOU114 PROGRAMS

ERIC Clearinghouse Sow* of Interne Guide A-77 AO 1991



TEACHER EDUCATION (SP)

SCOPE OF INTEREST STATEMENT

L FORMAL STATEMENT

Teachers
Faculty of schools, colleges, universities, and departments of education, including instructional staff in
schools, businessak and =school sadnp. Piesavice, hiservice, and continuing professional development.
Recruitment, sekctkan, licensing, certification, evaluation, retentke, and retirement. Schteol personnel supply

and demand (inclusive of subject discipline and racejedmicity data).

Teaching and Teacher Education
Teaching practice and methods, philosophy, and agriculum (other than that covered by the discipline-
oriented Ckaringhouse). Organizatima, administradon, governance, finance, and legal issues relating to
teaching and teacher education programs sad hada:dons (including state education agencies (SBA's), local
education agencies (LEA's), higher educatke insdmdons, pub& and private schools, professional
development schools, clinical schools, teacher centers, businesses, and nceschool establislunents.

Health, Fivefold Education, Recrestiaa, and Dance (IIPERD)
Hadth ean1111011 and promotion (including disease control, substance abuse mural, and AIDS education),
physica/ attic:mica (inclusive of movement education), physical fitness, safety education, the sports
disciplines, reacadon education, nutrition education, and dance education (with the emphasis co movement

and physical education).

II. EXPLANATORY NOTES

Teacher education curriculum materials that concentrate cr focus primarily on the subject content area or
discipline to be taught (e.g., a foreign language, social studies, mathematics, etc.) are transferred to the
apFopriate discipline-oriented Clearinghouse.

LEL BRIEF STATEMENT

School personnel at all levels. Teacher reardtment, selection, licensing, catificadon, training, presavice
and insavice preparatice, evaluation, retention, and retirement. The theory, philosophy, and practice of
teaching. Organization, administration, finance, and legal issues relating to teacher education programs and
institutions. MI aspects of health, physical, recreation, and dance education.

ERIC Clessioshouse Scopes of Insertst Guide u Apia 1991



TEACHER EDUCATION
APPLICABLE TERM

SP

AZCOUNTABIUTY
ACCREDITATION (P4STITUTIONS)
ADMNISTRATOR ATTITUDES
AFFECTIVE BEHAVIOR
AFFECTNE OBJECTIVES
AFRUATED SMOOLS
AGM'Y COOPERATION
AIDES (TEACHER)
AIDS
ALCOHCX. EDUCATION
ALTERNATIVE TEACHER

CERTIFICATION
ATKETES
ATHLETIC COACHES
ATHLETICS

BEGIMING TEACHER INDUCTION
BEGINNING TEACHERS
BEHAVIOR CHANGE (BEHAVIOR

MIXXFICATION)
BEHAVIOR PATTERNS
BEHAVIORAL OBJECTIVES
BOARD OF EDUCATION

POUCWROLE

CARDIOVASCULAR SYSTEM
CHANGE AGENTS
CHANGING ATTITUDES
CLASS ACTIVITIES
CLASSROOM ENVIRONMENT
CLASSROOM OBSERVATION

TECHNIC:ILES
CLASSROOM TIB3HNIOUES
COGNITIVE PROCESSES
COLLEGE COMMUNITY

RELATIONSIIIPS
COLLEGE SCHOOL COOPERATION
COLLEGE SUPERVISORS
COLLEGIALITY
COMMUNITY RECREATION
COMMLNITY RESCURCE

VOLUNTEERS
COOPERATING TEACHERS
CREATIVE TEACHING
CRMCAL THINKING
CROSS AGE TEACHING
CROSS CULTURAL 713AINING
CURRICLUAll
CURRICULUM LW..SIGN
CURRICULUM DEVELOPMENT
CURRICULUM GUIDES
CURRICULUM STUDY CENTERS

DANCE
DANCE EDUCATION
DECISION MAKING
DENTAL HEALTH
DIFFERENTIATED STAFFS

4110
DISCIPUNE
DISCIPLINE PROBLEMS
DISCOVERY LEARNING

DISCUSSION (TEACHNG
TECHNICSJE)

DROPOUTS
DRUG EDUCATION

EDUCATION COURSES
EDUCATION /A4UORS
EDUCATIONAL CHANGE
EDUCATIONAL ENVPIONMENT
EDUCATIONAL I/PROVEMENT
EDUCATIONAL INNOVATION
EDUCATIONAL NEEDS
EDUCATIONAL OBJECTIVES
EDUCATIONAL PHILOSOPHY
EDUCATIONAL PLAMSNO
EDUCATKINAL PRWCWILES
EDUCATIONAL

RESEARCH/RESEARCIERS
EDUCATICNAL RESOURCES
EDUCATIONAL STRATEGIES
EDUCATIONAL TI.EORY
EDUCATIONAL TECHNOLOGY
ELEMENTARY SCHOOLTEACHERS
EVALLIATIM CRITERIA
EVALUATION METHODS
EXERCISE
EXERCISE PHYSIOLOGY
EXPERIMENTAL. TEACHING
EXTENDEDTEACHER EDUCATION

PROGRAMS

FACULTY
FACULTY DEVELOPMENT
FIELD EXPERIENCE PROGRAMS
FIRST AID
FOUNDATIONS OF EDUCATION

GENERAL EDUCATION
GRADES
GRADING

HEALTH EDUCATION
HEALTH PROMOTION
HYGIENE

IMUNIZATION PROGRAMS
INDIVIDUAL INSTRUCTION
INDIVOUALIZED INSTRUCTION
INDIVIDUALIZED PROGRAMS
!NAMES
INSERVKIE TEACHER EDUCATION
INSTITUTES (TRAINING

PRCGRAMS)
INSTITUTIONAL ROLE
INSTRUCTION
INSTRUCTIONAL DEVELOPMENT
INSTRUCTIONAL IMPROVEMENT
INSTRUCTIONAL INNOVATION
INSTRUCTIONAL MATERIALS
INTERACTION PROCESS

ANALYSIS

INTERDISCIPLAARY APPROACH
INTERNSW PROGRAMS

LABORATORY SCWOLS
LABORATORY TRAM*
LEARIVIM PROCESSES
LEARNING STRATEGIES
LEARNING THEORIES
LEISURE TIME
LIFETIM SPORTS

IINNSTREMANG
MASTER TEACHERS
MEASLMEMENT TECHNIQUES
MEDICAL SERVICES
MENTORS
METHODS COURSES
MICROTEACHING
MOTIVATION TECHNIQUES

(TEACHING)
MOVEMENT EDUCATION

PONSCHOOL EDUCATIONAL
PROGRAMS

NONTRADMONAL EDUCATION
NONVERBAL COMMUNICATION
NUTRITION INSTRUCTION

OPEN EDUCATION
OPEN PLAN SCHOOLS
ORGANIZATIONAL CUMATE
OUTDOOR EMCATION

PARAPROFESSiCNAL SC HOOL
PERSONNEL

PARENT TEACHER COOPERATION
PARKS
PARTICIPATIVE DECISION MAKING
PEER TEACHING
PERFORMANCE BASED TEACHER

EDUCATION
PHYSICAL DEVELOPMEW
PHYSICAL EDUCATION
PHYSICAL EDUCATION TEACHERS
PHYSICAL FITNESS
PLAY
PLAYGROUNDS
POSTDOCTORAL EDUCATION
PRACTICLMS
PREGNANCY
PRESERVICE TEACHER

EDUCATION
PREVENTION
PROFESSIONAL AUTON:MY
PROFESSIONAL CONTINUING

EDUCATION
PROFESSMAL DEVELOPMENT
PROFESSIONAL RECCGNMON
PROGRAM DESCRIPTIONS
PROGRAM DEVELOPMENT
PRO3RAM EFFECTIVENESS
PROGRAM PLANNING

ERIC Clearinghouse Scope of Interest Guide A41 AO 1991
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TESTS, MEASUREMENT, AND EVALUATION (TM)

SCOPE OF INTEREST STATEMENT

L FORMAL STATEMENT

Methodolou of Measurement and Evalmation
Measurement techniques, research techniqucs, and evaluation models. Ways of collecting, quantifying,

and analyzing data.

Evaluation of Programs, Projects, Procedures
Evaluation design, evaluation procedures, and instunnentation to be used (regardless of subject area or
population involved). May include ounsanding evaluation reports whose methodology could be of
special interest, but should not Welude mods in which methodolov end instrumentation are secondary
to peogrammatic comma

Research sad Experimental Design and Methodology
The selection of appropriate research and experimental designs and methods. The solution of problems
associated with such designs and methods. Statistical procedures used to analyze data.

Tests and Measurement Devizes/Instrumentation
Desaiptions and revkws of team and measurement devices, their characteristics, and their availability.
Analyses of the reliability and validity of such instruments. How tests and measurement instruments
should be used for greatest effecdveness. Developmental history of given tests and measurement
instruments, including recent developments.

Statistical Compilations
Large compilations of education-related statiatical data, such as the production of the National Center
for Education Statistics (NCES) and selected outputs of the Bureau of the Census, State Education
Agencies, etc., when those compilations do not fall within the specific scope of another Clearinghouse.
Of particular interest are the statistical pockets of evaluative efforts such as the National Assessment
of lineations! Ptognas (NAEP).

Human Development
Human development and maturation in general, when not handled by the other Clearinghouses, e.g.,
infants and yotmg children (PS), handicappeditisaNed (EC), mathematical reasoning (SE), moral values
(SO), etc.

Learning Theory
Learning theoty and cognitive theory in general, when not handled by the other Clearinghouses, e.g.,
infants and yotmg children (PS), hanificapped/efisabled (EC), language acquisition (FL, PS), etc.

ERIC Clessingbause Soaps of Want Odds A43 Aptil 1991



TESTS, MEASUREMENT, AND EVALUATION (TM)

IL EXPLANATORY NOTES

bkine.

ILL BRIEF STATEMENT

All aspects of tests and (*ha measurement devices. The design andmethodology of research, meastuesnent,

and evaluation. The evaluation of programs and packets. The applicadon of tests, measurement, and

evaluadon devices/instrumentation In educadonal pokes; and programs.

tc303
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TESTS, MEASUREMENT, AND EVALUATION
APPLICABLE TERMS

ABIUTY
ABILITY GROUPING
ABIUTY IDENTIRCATION
ABSTRACT REASONING
ACADEMIC ABILITY
ACADEMC ACHIEVEMENT
ACADEMC APITTUDE
ACADEMIC ASPIRATION
ACADEMIC FAIUME
ACADEMIC PERSISTENCE
ACADEMIC RECORDS
ACADEMIC STANDARDS
ACCOUNTABIUTY
ACCREDITATION (INSTITLMONS)
ACHIEVEMENT
ACIOVEMENT GANS
ACHIEVEMENT NEED
ACHIEVEMENT RATING
ACHIEVEMENT TESTS
ACTION RESEARCH
ADAPTIVE TEIMNG
ADMINISTRATOR EVALUATION
ADMIMSTRATOR SELECTION
ADISISION (SCHOOL)
AMMON CRITERIA
ADOLESCENT DEVELOPMENT
AINANCE ORGANIZERS

111
ADVANCED PLACEMENT
ADVANCED PLACEMENT

PliC0FLAMS
ADVISORY COMMITTEES
AMOCACY
AFFECTIVE MEASURES
AGE GRADE PLACEMENT
AGE GROUPS
ALGORITMS
ANALYSIS OF COVARIANCE
ANALYSIS OF VARIANCE
ANSWER KEYS
ANSWER SHEETS
APTITUDE
APTITUDE TESTS
APTITUDE TREATMENT

INTERACTION
ASSESSMENT CENTERS

(PERSONNEL)
ASSISTED TESTING
ATTITUDE CHANGE
ATTITUDE MEASURES
ATTITUDES
ATTRMON (RESEARCH STUDIES)

BAYESIAN STATISTICS
BEHAVIOR CHATOE
BEHAVIOR =ORDERS
BEHAVIOR PATTERNS
BEHAVE:IR PROBLEMS
BEHAVIOR THEORIES
BEHAVIORAL OBJECTIVES
BEHAVIORAL SCIENCE RESEARCH
BEHAVIORISM
BIAS

ERIC Cleatingthettait Soaps at !Monist Guide

BIOGRAPROAL INVENTORIES
(MONTE CARLO METHODS)

CASE STUDIES
CERTIFICATION
CHARTS
CHEATING
CHB* UPS
CIA =AARE
CHILD DEVELOPMENT
CH11.0 PITIVICHOLOGY

MULTME CHOICE TESTS
CHRONOLOGICAL AGE
CLASS RANK
CLASS SZE
CLASSICAL CONDITIONING
CLASSIFICATION
CLASSROOM OBSERVATION

TECHNIDLM;
CLASSROOM RESEARCH
CLINICAL DIAGNMS
CUM PROCEDURE
CUSS
CLUSTER ANALYSIS
CLUSTER GROUPING
COACHBIG
COGNITKIN
COGICIVE ASIUTY
COGNITIVE DEVELOPMENT
COGNMVE MEASUREMENT
COGNITIVE OBJECTTVES
COGNITIVE PROCESSES
COGNITIVE PSYCHOLOGY
COGNITIVE RESTRUCTURING
COGNITIVE STRUCTURES
COGNITIVE STYLE
COGNITIVE TESTS
COHORT ANALYSIS
COLLEGE ADMISSION
COLLEGE ENTRANCE

EXAMINATIONS
COMMINITY ATTITUDES
COMMUNTY SURVEYS
COMPARATIVE ANALYSIS
COMPARATIVE TESTING
COMPETENCE
COMPETENCY BASED EDLCATION
COMPETIENCY TESTING
COMPETENCY TESTS
COMPONENTIAL ANALYSIS
COMPUTER ASSISTED TESTING
CC4PUTER GRAPHICS
COMPUTER SIMULATION
CONCEPT FORMATION
CONCEPT MEASURES
CONCURRENT VALIDITY
CONFIDENCE TESTING
CONFIDENTIAL RECORDS
CONRIDENTIALITY
CONSTRUCT VAUDITY
CONTENT ANALYSIS
CONTENT VALIDITY

TM

CONTEXT CUES
CONTROL GROUPS
COMIETATION
cosT EFRECTNENOTS
COMM EVALUATION
CFEAMTY RESEARCH
CREATIWTY TESTS
CIVECIENTIAUTI

CRITTERKIN REFEIWNCED
CRITERION REPTEFIENOED TESTS
CRITICAL MODEM WTI=
CRITICAL THIPSONG
CROSS SECTIONAL STUDIES
CULTURE FAIR TESTS
CUM:OMAN EVALUATION
CURT:SCULLS RESEARCH
CUTTING SCORES

DATA
DATA ANALYSIS
DATA COLLECTION
DATA INTERPRETATION
DATA PROCESSING
DATABASE MANAGEMENT
DECISION MAKING
DECIENON MAKING $KILLS
DEU3141 TECHNIQUE
DESIGN
CEVIELOPMENTAL St AGES
DEVELOPAIENTAL TASKS
DIMINO=
MINOS= TESTS
DIFFIOLLTY LEVEL
DISCOURSE ANALYSO
IXECRAIINANT
DISCRIMINANT ANALYSIS
=TRACTORS (TESTS)
DIVERGENT THINKING
DOCUMENTATION

ECONOMIC RESEARCH
EDUCATIONAL ASSESSAENT
EDUCATIONAL ATTITUDES
EDUCATIONAL CERTIFICATES
EDUCATIONAL DIAGNOSE;
EDUCATIONAL EXPERIMENTS
EDUCATIONAL OBJECTIVES
EDUCATIONAL PSYCHOLOGY
EDLCATIONAL TWAUTY
EDUCATTONAL RESEARCH
EDUCATIONAL RESEARCHERS
EDUCATIONAL TESTING
EDUCATIONAL THEORIES
EFFECT SIM
EFFICIENCY
EMPLOYMENT QUAUFICATIONS
ENTRANCE EXAMINATIONS
ENVIRONMENTAL RESEARCH
EQUATED SCORES
EQUIVALENCY TESTS
EQUIVALENT SCORM
ERROR PATTERNS

Apfil 1991
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TM I TESTS, MEASUREMENT, AND EVALUATION
APPLICABLE TERMS

TEST NORMS
TEST MUMMY
TEST MALTS
TEST REVIEWS
TEST SCOW DECLINE
TEST SCORING MACHINES
TEST SELECTION
TEST TIEORY
TEST USE
TEST VAUDITY
TEST WISENESS
TESTING
TESTING PflOKEMS
TESTING FROGRAle 3
TEWS
TEXTBOOK 81A8
TEXTBOOK EVALUATION
TEXTBOOK RESEARCH
THINKNO
WED TESTS
TRAMS OBACTIVES
TRNT THEORY
TRANSFER OF LEARNING
TREND ANALYSIS
TRENDS
TRUE SCORES

VALIDITY
VALUE .1tAXIMENT
VERBAL ABIUTY
VERBAL TESTS
VOCATIONAL EVALUATION

WEIGHTED SCORES
WORK SAMPLE TESTS
WRMNG EVALUATION

April 1991 A-88 ERIC aliddrilihciuse Scope of Wiletest Guide



URBAN EDUCATION (UD)

SCOPE OF INTEREST STATEMENT

L NORMAL STATEIIIENT

Ekmmtary and secondaty education of the diverse populations in urban (and suburban) schools in the
United States (and other counhies), examined from the following four genen1 paspectives:

The social, psychological, economk, and edueadonal characteristics of these populations;

Educational programs, practices, and policies in urban schools serving these populadons;

The relationship of urban schools to other societal segment; organizations, or institutions in the urban

annmunitY;

The social and economic conditions affecting the development and education of these diverse urban
populadoes.

A. Diverse Urban School Populations

Of interest is the education of urban chikken and youth, pardcularly those who are underserved or
educationally at-risk because of their ace or ethnicity, culture, social class, language background, or
couununhy charactedstks. The populations predaninandy of interest include, but are not limited to:

Africau-Amaicans;

Hispanica: ino-Americans, excluding Mexican-America= (see RC), but including other Central
American and South American Spanish-speaking populations;

Asian-American and Pacific blander:I;

Immigrants and refugees, including those from Southeast Asia and other Asian nations, the Isfiddle
East, Central and South AMCtica, and Europe;

Ethnic Americans of European descent (e.g., Imlian-Americans, Polish-Americans, and so fotth);

'The distinct characteristics of these populations as learners are of interest and the piTigrams,
practices, and policies for their equitable uvatment in schools.

Claszingbasse Scope o( lowest Quid. A-89 Apt11 1991



URBAN EDUCATION (UD)

B. Educational Programs and Practices in Urban Schools

Of interest is the curriculum and iastruedon of these divase urban mutationsand the organization

of the schools in which they are predcaninant. For exampk, such issues as:

Policies designed to reform and restructure individuol urban schools cc school districts and to
improve the edastionsl success of these malodors, including, hut not limited to desegzegatics,

choice plans, mapet schooling, accelerated schooling, and so forth.

instructional strategies and classrocon organhations to incluse the academic achievement of these

popuktions.

Programs specifically designed to develop or *neve the academic and vocational preparation,
motivation, and selfccocept of these diverse populations, inchiding, but not lhnited to:

compensatory educatkug programs for limked English-speaking studentig sex equity program%

dropout prevendon; and pregnancy preventicar pogroms.

Programs, pracdces, and policies to reduce prejudice, cliz-riminadce, and inequities in oppommities

or rmources in curriculum and instruction, testing and dasessment, classroom organindon, school

financing, and so forth.

C. Urban Sebago Relationship to the Urban Community

Of interest are the ways in which urban schools work with other segments of the urban caummity
to create school-ccannunity relationships and partnadrips that enhance urban education. These

institutkes include business and industry, local and national caumunky organizations and groups, social

service organizations, foundations, and so forth.

D. Social and Economk Conditions in Urbon Areas

Of interest are the amditions affecting the educatica of these diverse populations that lie within the
family (e.g., homelessness, one-parest families, family mobility, family life); within the community (e.g.,
housing, neighborhood organizatkm); and within the larger society (e.g., poverty, anployment). Also
of concern are federal, state, local and private sector policies for improving dose conditions, as they
affect the education of these diverse populations.

Aptil 1991 A-90 ERIC Clossioshouse Sloop* of lowest Outdo



URBAN NDUCATION (UD)

IL EXPLANATORY NOTLS

None.

ILL BRIM STATEMENT

The educational characteristics and expetiences of the diveme racial, ethnic, social class, and linguistic,

populations hi tuba (and sulanban) schools hi the United States (and other cowries). Curriculum aud
instructke ci students ft= these populations and the organizadon of the classrooms and schools in which
they ptedotninate. The Madam* ef urban schools to their communities, with emphasis on the ways that
national and local institutions can collaborate with schools to CRIISIICC education. The social and economic

candid= that affect the education of urban populadcas, with particular =mica to facto= that can place
urban students at risk educationally, and ways that raiblic and private rector policies can improve these

condidons.

G
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URBAN EDUCATION
APPLICABLE Tana

REMEDIAL PITIONIAMS
REINCIAL READING
FEINDIAL TEACHERS

N UNSTITUTIONS
REVERSE DISCRIMINATION
RURAL TO URBAN MIGRATION
RURAL LIMAN DIFFERENCES

SCHOOL BASED MANAGEMENT
SCHOOL BLZINESS

RELATKINSMP
SCHOOL CMOCE
SCHOOL COMMUNITY

RELATIONSW
SCHOOL DEMOGRAPHY
SCHOOL DESEGREGATION
SCHOOL HEALTH SERVCES
SCHOOL HOLDNG POMR
SCHOOL MITEGRATION
SCHOOL ROLE
SCHOOL SEGREGATION
SECOND LANGUAGE

INSTRUCTION
SECOND LANGUAGE PROGRAMS
SEGREGATION
SEGREGATIONIST

OIVIANIZATONS
SELF CONCEPT
SEX BIAS
SEX OFFERENCES
SEX DISCRIMINATION
SEX FAIRNESS
SEX FCCE
SEX STEREOTYPES
SEXUAUTY
SHELTERS
SICKLE CELL ANEMIA
SLUM ENVIRONMENT
SLUMS
SLUM SCHOOLS
SOCIAL ACTIC4V
SOCIAL ATTITUDES
SOCIAL BIAS
SOCIAL CHANGE
SOCIAL CHARACTERISTICS
SOCIAL CLASS
SOCIAL DIFFERENCES
SOCIAL DISCRIMINATION
SOCIAL INDICATORS
SOCIAL INFLUENCES
SOCIAL INTEGRATION
SOCIAL ISOLATION
SOCIALLY DISADVANTAGED
SOCIAL MOBIUTY
SOCIAL PROBLEMS
SOCIAL RESPONSIBILITY
SOCIAL STATUS
SOCIAL STRATIFICATION
SOCIOCULTURAL PATTERNS
SOCIOECONOMIC BACKGROUND
SOCIOECONOMIC !mama;
SOCIOECONOMC STATUS

SOUTMERN ATTITUDES
SPAMBH AM/SWANS
SPAMSH SPEWS&
SPECIAL MALIN PROBLEMS
SPECIAL NEEDS &WENT&
STAIE COURTS
STATE FEDERAL AIDS
STIZIENT FNIANCIAL MD
STUDENT MOBILITY
STUDENT MOMS
STUDENT WELFARE
SUMMER PROGRAMS
SUPPLEMENTARY EDLDATION

TEACHER ATTITUDES
TEACMER RECRUITMENT
TEST BIAS
TEST IVESULTS (DISADVANTAGED)
TRACK SYSTEM (EDUCATION)
TRANSITIONAL PROGRAMS

(IMMIGRANIN & REFUGEES)

LINDE RCLASS
LRIDOCLSEENTED IMMIGRANT
UNWED MOTHERS
MAN NEM
URBAN CULTURE
URBAN tEMOGRAPHY
URBAN EDUCATION
UfNIAN ENVIROMENT
LEVAN EXTENSION
URBAN IMPROVEMENT
URBAN LANGUAGE
URBAN PLANMNG
URBAN POPULATION
URBAN PROBLEMS
LAWN PROGRAMS
URBAN SCHOOLS
ERMAN VUDIES
URBAN TEACHING
URBAN TO SUIURBAN MIGRATION
URBAN RENEWAL AGENCIES
URBAN YOUM
URBAN UNNERSITIES
URBANIZATION

VICTIMS OF CRIME
VIETNAMESE PEOPLE
VIOLENCE
VOTING RIGHTS

WELFARE AGENCIES
WELFARE RECIPIENTS
WELFARE SERVICES
WHITE FUGHT
WHITES
WOWNS STUDIES
WORKFARE

YOUTH AGENCIES

1
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ERIC ADJUNCT CLEARNGHOUSES

AR ADJUNCT ERIC CLEARINGHOUSE ON ART EDUCATION

Visual aria educatkm, including painting, sculpture, and aesthetics.

CO ADJUNCT ERIC CLEARINGHOUSE ON
COMPENSATORY EDUCATION (CHAPTER I)

Compensatoty education is education that webs to compensate for environmental and expaiesnial deficits
in relation to suck areas as schooling, housing, anployment, poverty, racism, and other social and
canal factms.

'Chapter 1° refers to Chapter I of the Education Consolidatkm and Itupnwement Act (1981) that fimcis
various compensatory education programs.

JS ADJUNCT FJLIC CLEARINGHOUSE FOR U.S. - JAPAN STUDIES

U.S.-Japan relationships; the Japanese educational system; Japanese culture, society, economics, and
politics, as it may be of interest to American educators, curriculum plannets, and classroom teachers.

LE ERIC CLEARINGHOUSE ON LITERACY EDUCATION FOR LIMITED-
ENGLISH-PROFICIENT ADULTS AND OUT-OF-SCHOOL YOUTH

Litaacy educadon for limited-English-poficient (LEP) adults and our-a-school youth. Program design.,
curriculum developnent, materials adaptatkm, diagnosis and ast.ssnxtu, and tndning of trainers for
volunteer =ors ami °then responsible for delivering literacy services to these groups. Reaching and
keeping students in LEP adult literacy plograms. Approaches to teaching literacy to LEP adults.
Selecting and adapting materials for use in adult LEP literacy programs. Cultural considerations in
teaching literacy to LEP adults. Literacy programs kr LEP out-d-school youth. Taiping literacy
volunteers and tutors. The role of first language Malley in the acquisition of second language litetacy.

t9 20
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INDEX OF APPLICABLE TERMS
(All Cbaringhotses Combined)

-A-
ABERRANT FEHAvioR

CfECKLIST
ABLITY
AWRY ACIMVEMENT

DISCREPANCY
AMITY GROUPING
AKIN GROUPING
ABLITY IDENTIRCATION
ABORTENS
ABORTIONS (CURRICULUM

RELATED SOCIAL
CMCERNS)

ABSTRACT REASONING
ABSTRACTS
ABUSE (OF DISABLED

PERSONS)
ACADEIMC ABILITY
ACADEMIC ACHEVELENT
ACADEMC ACHIEVEMENT
ACADEPAC ACHIEVEMENT
ACALla.90 ACHEVEMENT
ACADEASC ACHEVEMENT
ACADEMIC ACHEVEMENT

411
ACADEMC ACHEVEMENT
ACADEMC ACHIEVEIENT
ACADEIMC ACHIEVEMENT
ACADEMIC AGISEYEIANT
ACADEIM ADVISING
ACADEMC ADVMNG
ACADEMIC APTITUDE
ACADEMIC ASPIRATION
ACADEMIC ASPIRATION
ACADEMIC ASPIRATION
ACADESMC ASPIRATION
ACP:MAC ASPIRATION
ACADENC DEANS
ACADEMIC DISCOURSE
ACADEMIC EDUCATION
ACADEMC FAILURE
ACADEMIC FAILURE
ACADEMIC FAILURE
ACADEPAC FREEDOM
ACADEMIC FREEDOM
ACADEMC LIBRARIES
ACADEMIC PERFORMANCE
ACADEMC PERSISTENCE
ACADEMIC PERSISTENCE
ACADEMIC PERSISTENCE
ACADEMIC PERSISTENCE
ACADEMIC RANK

(PROFESSIONAL)
ACADEMIC RECORDS
ACADEMIC STANDARDS
ACADEMIC STANDARDS
ACADEMC STANDARDS
ACADEMCALLY GIFTED
ACADEMICALLY GIFTED

(EC)
(TM)

(EC)
MA)
(uo)
MA)
(CD)

(SO)
Mk)

R)

(EC)
MA)
(GE)

(EA)
(HE)
(JC)
(PS)
(RC)
(SE)
(SO)
ITM)
(UD)

(HE)
(JC)

(TM)
(OG)
(HE)

(RC)
aM)
(UD)
(JC)
(CS)
(CE)

(EA)

(UD)

(EA)
(HE)
(IR)

(UD)

(CE)
(H
(JC)

(TM)

(HE)

CTM)
(HE)

(JC)
(TM)
(EC)
(RC)

ACCELERATED SCHWA
MOVEMENT

ACCELERATION
ACCELERAIMIN (PHYSICS)
ACCESS TO EDUCATION
ACCESS TO EDUCATION
ACCESS TO EDIXATION
ACCESS TO EDLCATION
ACCESS TO IMUCATION
ACCESS TO EDUCATION
ACCESS TO EDUCATION
ACCESS TO FEALTH CARE
ACCESS TO WWORMATION
ACCESSIBLIIY

(FOR DISABLED)
ACCESSIBLITY

(FOR DISABLED)
ACCIDB4T PFEVENTION
ACCIDENT PREVENTON
ACCOLMTABILITY
ACCOLMTABILITY
ACCOUNTABILITY
ACCOIAITABILITY
ACCOLNTING
ACCREDITATION

(INSTITUTIONS)
ACCREDITATION

(INSTITUTIONS)
ACCREIXTATION

(INSTITUTIONS)
ACCREDITATION

(INSITTIMONS)
ACCULTURATION
ACCULTURATION
ACHIEVEMENT
ACHIEVEMENT GAINS
ACHEVEMENT GAINS
ACHIEVEMENT NEED
ACHIEVEMENT NEED
ACHEVEMENT NEED
ACHIEVEMENT RATING
ACHIEVEMENT TESTS
ACHIEVEMENT TESTS
ACID RAIN
ACOUSTIC INSULATION

(UD)
(EC)
ISE)
(CE)
(EA)
(EC)
(RE)
(JC)

(RC)
CUM
(UD)

OR)

(EA)

(EC)
(EA)
(RC)
(EA)
(HE)
(SP)
MA)
(CE)

(HE)

(JC)

(SP)

(TM)
(FL)

(RC)

(TM)
(AC)

MAT
(CO)
(PS)
(PA)
(TPA)

(SE)
MA)
(SE)
(EA)

ACOUSTIC PHONETICS 1-)

ACOUSTICAL ENVIRONMENT (EA)
ACOUSTICS (SE)
ACQUIRED IMMUNE

DEFICIENCY SYNDROkE (CE)
ACQUIRED IANUNE

DEFICIENCY SYNORME (CG)
ACQUIRED MAINE

DEFICIENCY SYNDROME (EA)
ACQUIRED ILBAUNE

DEFICIENCY SYNDROME (EC)
ACQUIRED IMMUNE

DEFICIENCY SYNDROME (UD)
ACTING (CS)
ACTION RESEARCH (TM)
ACTIVE LEARNING (EC)

ACTIVIS4 (SO)
ACTIVISM (UD)

ACTIVITY UNITS (SE)
ADAPTED PHYSICAL

EDUCATION (EC)
ADAPTIVE BEHAVIOR

(OF MAILED) (EC)
ADAPTIVE BEHAVIOR

SCALES (EC)
ADAPTIVE LEARNING

ENVIRONMENTS MODEL (EC)
ADAPTIVE TESTING
ADDMON
ADDMVE MODELS
ADHESIVES
ADJECTIVES
ADJUDICATED YOUTH
ADJUNCT FACULTY
ADJUSTIENT

(TO INVIRONMENT) (00)
ADAISTMENT

(TO ENVIEKINMENT)
ADJUST/ANT

(TO ENVIRONMENT)
ADJUSTMENT

(TO ENVNIONMENT)
ADJUSTMENT

(TO ENVIRONMENT)
ADMINISTRATION
ADMINISTRATIVE CHANGE
ADMIMISTRATIVE CHANGE
ADMINISTRATIVE

ORGANIZATION
ADMINISTRATIVE

ORGANIZATION
ADMINISTRATIVE

ORGANIZATION
ADMINISTRATIVE POLICY
ADMINISTRATIVE PCXICY
ADMINISTRATIVE

FIIMICIPLES (EA)
ADMINISTRATIVE PROBLEMS (EA)
ADMINISTRATOR

ATTITUDES (EA)

ADMINISTRATOR
ATTITUDES (HE)

ADMINISTRATOR
ATTITUDES (X)

ADMINISTRATOR
ATTITUDES (PS)

ADMINISTRATOR
ATTITUDES (RC)

ADMINISTRATOR
ATTITUDES (SP)

ADMINISTRATOR
ATTITUDES (UD)

ADMINISTRATOR
CERTIFICATION (EA)

ADMINISTRATOR
CHARACTERISTICS (EA)

MA)
(SE)
(EC)
(SE)
(a)
(EC)
(JO)

(SO)

(UD)

(PS)

(RC)
(EA)
(EA)
(RC)

(EA)

(JC)

(EA)
(HE)

ERIC Cloarinehouse Scope of Interest Guide April 4991
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INDEX OF APPUCABLE TERMS
(All Clearinghouses Combined)

AGFUCULTURAL ALTERNATIVE TEACHER ANXIETY (FS)
PFKIDUCTION (CE) CERTIFICATION (SP) APHASIA (EC)

AGRICULTURAL ALLAN (RE) APHASIA (R4
PRODUCTION (RC) ALUMNI (X) APPLIANCE REPAIR (CE)

AGRICULTURAL SAFE'TY (CE) Al2/ENMERS DISEASE (CO) APPLIED LSIGUISTICS (FL)
AGRICULTURAL SAFETY (SE) MERICAN GOVERNMENT (SO) APPMEPMCESHWS (CE)

AGRICULTURAL SKILLS (CE) MEMCAN MAN APPROPRIAIE
AGRICULTURAL CULTURE (FL) TECHNOLOGY R)

TECIMICIANS (CE) AMERICAN MOAN APTITUDE (TM)
AGRKALTURAL TRENDS (CE) OULTUM (RC) APTITUDE TESTS ITM)
AGRIC4XTURAL TRENDS (RC) AAERICAN INDIAN APTITUDE TREATMENT
AGRICULTURE (CE) EDUCATION (AC) INTERACTION OR)
AGRICULTURE (RC) AMERMAN INDIAN HISTORY (RC) APTITLXIE TREATMENT

AGRICULTURE (SE) AMERICAN INDIAN INTERACTION MA)
AGRONOMY (SE) LANGUAGES (FL) ARABIC (FL)
AIDES (TEACHER) (SP) AMERMAN INDIAN ARABS (R)
AIDS (VIMIS) (SP) LANGUAGES (F0) ARMIRATION (EA)
MR CONDIIIOMAIG (CE) MERMAN INDIAN ARCHAEOLOGY (S0)
AIR CONDMOMNG (EA) LITERATWE (RC) ARCMTECTS (EA)
MR FLOW (EA) AMERICAN WIDIAN ARCHIIECTURAL
AIR POLLUTION (EA) FEMERVATIONS (RC) CHARACTER (EA)
MR POLLUTION (SE) MERMAN *IMAM ARCIOTECTURAL

AIR STRUCTURBB (EA) STUDES (RC) PROGRAMING (EA)
AIR TRAFFIC CONTROL (CE) AMERICAN WINANS (FL) ARCMTECTURAL
AIRCRAFT PRXITS (CE) AMERICAN MOANS (HE) RESEARCH (EA)
ALARA SYSTEMS (EA) AMERICAN MANS (RC) ARCMTECTURE
ALASKA NATIVES
ALASKA NATIVES

(F14
(RC)

AMERICAN SIGN LANGUAGE (EC)
mellow SIGN LAMMMGE (FL)

(AS IT RELATES
TO SOCIAL

ALBANIAN (R4 MERMAN STUDIES (30) STUDIES) (SO)
ALCOHOL ABUSE (CG) AMHARIC (R.) ARCMVES (IR)

ALCOHOL ABUSE (EA) ANALYSIS OF GOVAN/INCE (TM) AREA STUDIES (SO)
ALCOHOL ABUSE (EC) ANALYSIS CF VAMANCE (TM) ARITHMETIC (RC)

ALCOHOL ABUSE (UD) ANALYI'M GEOMETRY (SE) ARITHMETIC (SE)
ALCOHOL EDUCATION (CO) ANATOMY ISE) ARMED FORCES (CE)
ALCOHOL EDUCATION (RC) AMMAGOGY (CE) ART (SO)
ALCOHOL EDUCATION (SP) ANCRAGOGY (JO) ART CRITICK3M (SO)
ALCOHOLISM (CG) ANDROGYNY (CG) ART EDUCATION (SO)
ALCOHOUSM (EC) ANDROGYNY (S0) ART THERAPY (EC)

ALCOHOLISM (RC) ANGLO AMERICANS (RC) ARTICULATION

ALCOHOLISM ANIMAL BEHAVIOR (SE) (EDUCATION) (CE)
(SOCIAL PROBLEM) (SO) ANIMAL FACILITIES (EA) ARTICULATION

ALGEBRA (SE) ANIMAL FACILITIES (SE) (EDUCATION) (JC)
ALGORITHMS (IR) ANIMAL HUSBANDRY (GE) ARTICULATION (SPEECH) (EC)

ALGORITHMS (SE) ANIMAL HUSBANDRY (SE) ARTICULATION (SPEECH) (FL)

ALGORITHMS (TM) ANIMALS (RC) ARTICULATION EDUCATION (HE)

ALIE NATION (CG) ANIMALS (SE) ARTICULATION

ALLIED HEALTH ANIMATION (IR) I MPAIRMENTS (EC)
OCCUPATIONS (CE) ANPOTATED ARTFICIAL INTELLIGENCE (IR)

ALLIED HEALTH BIBLIOGRAPHIES (EA) ARTIFICIAL INTELLIGENCE (SE)
OCCUPATIONS ANNOTATED ARTIFICIAL LANGUAGES (FL)

EDUCATION (CE) BIBLIOGRAPHIES (IR) ARTS CENTERS (EA)

ALLIED HEALTH ANNUAL REPORTS (EA) ASBESTOS (EA)

OCCUPATIONS ANOREXIA NERVOSA (CG) ASBESTOS (SE)
ED UCATION (JC) ANOREXIA NERVOSA (EC) ASIAN AMERICAN

ALLIED HEALTH PERSONNEL (CE) ANSWER KEYS (TM) ACHIEVEMENT (UD)

ALPHABETS (FL) ANSWER SHEETS (TM) ASIAN AMERICAN

ALTERNATIVE ENERGY ANTHROPOLOGICAL ATTITUDES (UD)

SOURCES
ALTERNATIVE ENERGY

(EA) LINGUISTICS (FL)
ANTHROPOLOGY (SO)

ASIAN AMERICAN
CHILDREN (UD)

SOURCES (SE) ANTISOCIAL BEHAVIOR (EC) ASIAN AMERICAN CULTURE (UD)
ANXIETY (CG)



INDEX OF APPLICABLE TERMS
(Ati Clearinghouses Combined)

ASIAN AMENCAN
EDUCATION

ASIAN AMERICAN
EMPLOYMENI

ASIAN AMERICAN FANLY
ASIAN AMETWAN INSTORY
ASIAN AMERICAN

LEADERSHIP
ASIAN AkSTUCAN

LITERATURE
ASIAN AMENCAN

ORGANIZATIONS
ASIAN MENCAN

POPMATION TRENDS
ASIAN AMERICAN

STEREOTYPES
ASIAN AMERICAN

STUMM
ASIAN MERICAN

STUMM
ASIAN AMERICAN YOUTH
ASIAN AWRICANS
ASIAN AMERICANS
ASIAN STUDIES
ASSESSMENT CENTERS

(PERSONNEL)
ASSESSMENT CENTERS

(PERSONNEL)
ASSESS/ENT CENTERS

(PERSONNEL)
ASSISTANT PRINCIPALS
ASSISTED IESTINfi
ASSISIIVE DEVICES

(FOR DISABLED)
ASSOCIATE DEGREES
ASTHMA
ASTRONOMY
ATHAPASCAN LANGUAGES
ATHLETES
ATHLETES
ATHLEIIC COACHES
ATHLETIC FIELDS
ATHI-ETICS
ATOMIC STRUCTURE
ATOMIC THEORY
ATIACHMENT BEHAVIOR
ATTENDANCE
ATTENDANCE OFFICERS
ATTENDANCE RECORDS
ATTENDANTS
ATTENTION
ATTENTION CONTROL
ATTENTION DEFICIT

DISORDERS
AT1ITUDE CHANGE
ATTITUDE CHANGE
ATTITUDE CHANGE
ATTITUDE MEASURES
ATTITUDE MEASURES
ATTITUDES
ATTITUDES

(UM

(L1D)

ND)

(M)

(UD)

(UD)

(UD)

(UD)

(UD)

(UD)
(UO)

(FL)
(UD)

(SO)

(CE)

(EA)

(TM)
(EA)
(114)

(EC)

(4)
(EC)
(SE)
(FL)
(HE)

(SP)
(SP)
(EA)
(SP)
(SE)
(SE)
(PS)
(EA)
(EA)
(EA)
(EC)
(PS)
(EC)

(EC)
(CG)
(RC)
(114)
(Rc)

(TM)
(CE)
(EC)

ATTITUDES (HE)
ATTITUDES (RC)
ATTITUDES (TM)
ATTITUNS TOWARD

DIMMED (EC)
ATTNTION (RESEARCH

STWXES) (114)
AWN:14CE ANALYSIS (CS)
ALS:MENGE AWARENESS (CS)
AUDENCE RESPONSE (CS)
AUDIENCES (CS)
AUDIO EOL4PMENT (1R)

AUDIODEKS (IR)
AUDIOLNIGUAL METHODS (FL)
AUDIOLB4GUAL SKILLS (FL)
AUDICXOGY (EC)
AUDIOTAPE FECORDINGS (1R)

AUDIOVISUAL ADS R)
AUDIOVISUAL CENTERS (EA)
AUIXOVISUAL CENTERS (IR)
AUDIOVISUAL

COMMINICATIONS R)
AUDIOVISUAL

CCORIXNATINS (IR)
AUDIOVISUAL INSTFWCTION (IR)
AUDITORIUMS (EA)
AUDITORY DISCIVANATION (FL)
AUDITORY DISCRIMMIATION (PS)
AUDITORY PERCEPTION (EC)
AUDITORY PERCEPIION (FL)
AUDITORY PERCEPTION (PS)
AUIXTORY TRAINING (EC)
AUDITS (VERIFICATION) (EA)
AUGNENTATIVE

COMMNICATION
SYSTEMS (EC)

AUSTRALIAN ABORIGINAL
LANGUAGES (FL)

AUSTRO ASIATIC
LANGUAGES (FL)

AUTHENTIC MATERIALS (FL)
AUTHORING AIDS

(PROGRAMING) (I R)

AUTHORITARIANISM (EA)
AUTHORITARIANISM (SO)
AUTHORIIY (EA)
AUTISM (EC)
AUTO BODY REPAIRERS (CE)
AUTO MECHANICS (OE)
AUTO PARTS CLERICS (CE)
AUTOMATIC INDEXING (IR)
AVERAGE DAILY

ATTENDANCE (EA)
AVIATION EDUCATION (SE)
AVIATION MECHANICS (SE)
AVIATION TECHNOLOGY (SE)
AWARDS (EA)

2 5

BACHELORS DEGREE (HE)
BACK 10 BASICS (EA)
BAKERY INDUSTRY (CE)
BALTIC LANGUAGES (F1-)

BANTU LANGUAGES (FI-)
BASAL REAMING (CS)

BASIC BUSINESS
EDIXATION (CO

BAS/C SKILLS (CE)

BASIC SKILLS (EC)
BASIC SKILLS (JC)
BASIC SKILLS (PS)
BASIC SKILLS (RC)
BASIC SKILS

(MATHEMATICS) (SE)
BASIC SKILLS

(SOCIAL STIAXES) (SO)
BASIC VOCABULARY (FL)
BASIC WESTERS (CS)
BASIC WRITING (CS)
BASQUE (FL)
BATTERED WOMEN (CG)
BAYESIAN STATISTICS (TM)
BEGIN4ING READING (CS)
BEGINSNG TEACHER

IMUCTION (SP)
BEGRINING TEACHERS (RC)
BEGIN/ENG TEACHERS (SP)
BEGINANG WRITING (CS)
BEHAVIOR CHAINING (EC)
BEHAVIOR CHANGE

(SEHAVIOR
MODFICATKX4) (SP)

BEHAVIOR CHANGE (CG)

BEHAVIOR CHANGE (EC)

BEHAVIOR CHANGE (PS)
IEHAVIOR CHANGE (SO)

BEHAVOR CHANGE (TM)
EEHAVIOR CHANGE (1)0)

BEHAVOR DEVELOPMENT (PS)
BEHAVIOR DISORDERS (RC)

BEHAVIOR MOWERS (TM)

BEHAVIOR MODIFICATION (CO)
BEHAVIOR MODIFICATION (PS)

BEHAVIOR PATTERNS (CG)
BEHAVIOR PATTERNS (PS)
BEHAVIOR PATTERNS MP)
BEHAVIOR PATTERNS (TM)
EEHAVIOR PROBLEMS (EA)
BEHAVIOR PROBLEMS (EC)
BEHAVIOR PROBLEMS (TM)
BEHAVIOR RATING SCALES (EC)
BEHAVIOR STANDARDS (EA)
BEHAVIOR THEORIES (SO)
BEHAVIOR THEORIES (TM)
BEHAVIORAL OBJECTIVES (IR)
BEHAVIORAL OBJECTIVES (PS)
BEHAVIORAL OBJECTIVES (RC)
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INDEX OF APPLICABLE TERMS
(A11 Cleark*ouses Comthned)

BEHAVIORAL OBJECTIVES ISM BIOMEDICINE (SE) BOW ISSUES (EA)

IEHAVICIRAL OBJECTIVES MA) BIM= (SE) BOOICKEEPING (CE)
BEHAVIORAL SCUENCE BIOPHYSICS (SE) BOOKMOBILES OR)

FESEAMI (PS) BIRACIAL SCHOOLS (LiO) BOOKS (IR)

IEHAVIORAL SCIENCES BIRTh (PS) BOTANY (SE)
FESEARCH (SO) BIRTH WEKM4T (PS) BRALLE EEC)

BEHAVIORAL SCIENCE BLACK ACMVIE1ENT (LiD) BRAILLE TRANSLATION

RESEARCH CD* BLACK ATTITUDES (M) COMPUTER PROGRAMS (EC)

BEHAVIORAL SCIENCES (SO) BUCK BUSthESSES (LiO) BRAN HEMISPHERE

BEHAVIORISM (TM) BLACK COLLEGES OE) FUNCTIONS (EC)

BEUEFS (RC) BLACK COLLEGES BRAIN INESEARCH (EA)

BENGAU (FL) BLACK COMMUMTY (UD) BRANCH LIBRARIES (IR)

BERBER LANGUAGES (FL) BLACK OL&TURE (tX)) BRANCHNG (IR)

BIAS MA) BLACK DIALECTS (FL) BREAKFAST PROGRAMS (EA)

BIAS (UO) BLACK DIALECTS (UM ILWIEASTFEDING (FS)
BIBUOGRAPHC DATABASES OR) BLACK EDUCATION (UD) BRICKLAYING (cE)

ENBLIOGRAPHIO MOMS OR) BLACK EIPLOYIENT (CE) BROADCAST TELEVISION (IR)

BIBUOGRAPHC UTILITIES OR) BLACK BeLOYIENT (UD) fAIDGETING (EA)

BIBLOGRAPHIES OR) BLACK FAMLY OX)) IK/DGETS (EA)

BIBUONIETRICS OR) BLACK HISTORY (UD) BUDGETS/BUDGETING (X)
BIBLKTINERAPY (00) BLACK IM:LLENCES (UD) BUILDING CONVERSION (EA)

BIBUOTHERAPY (EC) BLACK INSTITUTIONS (UD) BUILDING DESIGN (EA)

BICULTURAUSM (FL) BLACK LEADERSHP (UD) BUILDING B4NOVATION (EA)

BIDIALECTAUSM (cL) BLACK LITERATUM (CS) BUILDIM OBSOLESCENCE (EA)

BIDS (EA) BLACK LITERATURE (UD) BUILDING OPERATION (EA)

BILINGUAL EDUCATION (EC) BLACK ItertERS CUM BUILDING PLANS (EA)

BILINGUAL EDUCATION (FL) BLACK ORGANIZATIONS BULDING SYSTEMS (EA)

BILINGUAL EDUCATION (PS) BLACK POPULATION BUtDING TRADES (0E)
BIUNGUAL EDUCATION (RC) TRENDS (U0) BULGARIAN (FL)

BIUNGUAL EDUCATION (U0) BLACK POWER (UD) RUMBA (CO)

BILINGLAL EDUCATION BLACK STEREOTYPES (UD) BUUMA (EC)
PROGRAMS (FL) BLACK STUDENTS (HE) BULLET04 BOARDS (IR)

BIUNGUAL EDUCATION BLACK STUDENTS (JC) BUREAUCRACY (EA)
PROM:LAMS (UD) BLACK STUDENTS (UD) BUFWESE (FL)

BILINGUAL INSTRUCTIONAL BLACK STUDIES (SO) BURNOUT (CG)

MATERIALS (FL) BLACK STUDIES (LID) BURNOUT (EA)

BIUNGUAL INSTRUCTIONAL BLACK TEACHERS (LID) IMIRNOUT (RC)

MATERIALS (UD) BLACK YOUTH (FS) BUS TRANSPORTATION (EA)

BIUNGUAL SCHOOLS (FL) BLACK YOUTH (UD) BUSIMESS (CE)

BIUNGUAL SCHOOLS (uD) BLACKS (HE) BUS/NESS

BILINGUAL STUDENTS (FL) BLACKS (RC) COMMNICATION (OS)

BILINGUAL STUDENTS (RC) BLINDNESS (EC) BUSOESS
BILINGUAL STUDENTS (L/D) BLUE COLLAR CORRESPONDENC E (CE)

BILINGUAL TEACHER AIDES (FL) OCCUPATIONS (CE) BUSINESS

BILINGUAL TEACHER AIDES (UO) BOARDADMINISTRATOR CORRESPONDENC E (CS)

BILINGUAL TEACHERS (FL) IIELATIONSHIP (EA) BUSINESS EDUCATION (CE)

BILINGUAL TEACHERS (UM BOARD ADMINISTRATOR BUSINESS EDUCATION (IC)

BILINGUALISM (FL) RELATIONSHIP (JC) It/SINESS EDUCATION

BILINGUALISM (RC) BOARD OF EDUCATION FACILITIES (EA)

BILINGUALISM (UD) POLICY (EA) BUS/NESS EDUCATION

BIOCHEMISTRY (SE) BOARD OF EDUCATION TEACHERS (CE)

BIOETHICS (SE) POWYMOLE (SP) BUSINESS ENGLISH (FL)

BIOFEEDBACK (SE) BOARD OF EDUCATION BUSINESS MATHEMATICS (SE)

BIOGRAPHICAL INVENTORIES ROLE (EA) BUSINESS RESPONSIBILITY (CE)

(MOVE CARLO BOARD OF EDUCATION BUSINESS SXILLS (CE)

METHODS) OW) ROLE (RC) BUSING (EA)

BIOGRAPHIES (RC) BOARDING SCHOOLS (RC) BUSING (LID)

BIOLOGICAL INFLUENCES (SE) BOARDS OF EDUCATION (EA)
BIOLOGICAL SCIENCES (SE) BOARDS OF EDUCATION (RC)
BIOLOGY (SE) BODY IMAGE (CG)
BIOMECHANICS (SE) BODY LANGUAGE (FL)
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INDEX OF APPUCABLE TERMS
(All Naringhouses Contined)

COLLEGE GOVERNING COWIUMCATION CONTEXT (CS) COMMUMTY LEADERS (CE)
COLN= (X) COWARSCATION COMMLNATY

COLLEGE GRADUATES (CE) MOWERS (CS) ORGAMZATIONS (EA)
COLLEGE GRADUATES ME) COM/M=110N COMANKTY
COLLEGE GRADUATES (X) DISOKIERS (EC) ORGAMTATIONS (CE)
COLLEGE HOUSWG (EA) COMANSCATION COMMUMTY PROGRAMS (CE)
COLLEGE INSTRUCTION (HE) PATIE/WS (CS) COMMUMTY RECREATICNY (SP)
COLLEGE WISTRUCTION (X) COMM/NICATION COAGIUMTY REFIEFEN4X0
COLLEGE USRAMS OR) PROILEMS (CS) CURWMUM (EC)
COLLEGE UNARM (X) COWMICATION 00IAAIMIY RELATIONS (UD)
COUEGE /AMIE/ANTICS (SE) PROBLEMS (FL) COWAUWTY RELATIONS (1/D)
COLLEGE PLAWONG (HE) COMMOMCATION COMMWITTY FESOWICE
COLLEGE PLAWANG (X) RESEARCH (es) VOLUNTEERS (SP)
COLLEGE PFEPARATIM IHE) COMAMSCATION COIAANTY RESOURCES (CE)
COLLEGE PREPARATION (RC) SATELLITES (EA) COMMUNITY FESOURCES (PS)
=LEGE PRESIDENTS (X) COMMRACATION SICILS (CS) COWAUMTY *SOURCES (SO)
COLLEGE PRESIDENTS IHE) COMMUMCATION SKILLS (EA) COAS4UNITY ROLE (CE)
COLLEGE PROGRAMS (HE) COMUNICMION SKILLS (FL) COMMMTY ROLE (EA)
COLLEGE PROGRAMS (X) COMIAMATION SKRIS (IR) 001AAJMTY SCHOOLS (CE)
COLLEGE ROLE (HE) COWMICATION SICLLS (PS) COMMMOTY SERVICES (OE)
COLLEGE ROLE (JO) COMMUNICATION SKILLS (RC) COWARATY SERVICES (X)
COLLEGE ROLE (RC) 001A4UMATION COWAINITY SERVICES (PS)
COLLEGE SCHOOL STRATEGIES (CS) COWAMATY STUDES (SO)

COOPERATION (EA) COIAIUMCATION COWAIMTY STUDY (CE)
COLLEGE SCHOOL THOUGHT TRANSFER (RC) COWSUMTY SURVEYS (CE)

COOPERATION (JC) OOMAIMCATIONS COMMUMTY SURVEYS (EA)
COLLEGE SCHOOL SATELUTES (IR) CO/MURRY SURVEYS (TM)

COOPERATION (RC) COWMICATIVE COMMUTER COLLEGES (X)
COLLEGE SCHOOL COMPETENCE COMMUMIG STIMENTS (X)

COOPERATION (SP) (LANGUAGES) (FL) COWARABLE VKIRTH (CE)
COLLEGE SCIENCE (SE) COISIUNISM (SO) COM'ARABLE MORN (EA)
COLLEGE SECOND COWAINITY ACTION (CE) COIPARATIVE ANALYSIS (EA)

LANGUAGE PROGRAMS (FL) COWAIMIY ACTION (SO) COLWARATIVE ANALYSIS (X)
=LEGE SEGREGATION (UM COMMUMIY ATTITWES (EA) COIVARATIVE ANALYSIS (AC)
COLLEGE STUDENTS (HE) COMAMITY ATMUDES (TM) COMPARATIVE ANALYSIS (TM)
COLLEGE STUDENTS (14C) CO/AMITY ATTITUDES (UD) COMIARATIVE EDUCATION (HE)
COLLEGE SUPERVLSORS (SP) COWAUMTY BASED COAVARATIVE EDUCATION (RC)
COLLEGE TRANSFER EDUCATION (EA) COMPARATIVE EDUCATIM (SO)

STUDENTS (X) COMM/MTY BASED COWARATIVE TESTING (TM)
COLLEGES (HE) EDUCATION (EC) COIVENSATION (CONCEPT) (PS)
COLLEGIALITY (EA) COMILINITY CENTERS (CE) COMPENSATION
COLLEGIALITY (SP) COSAANTY COLLEGES (HE) (ROMERATION) (EA)
COLOR OR) COAARINUTY COLLEGES (X) COMPENSATORY
COMMERCIAL TELEVISION (CS) COAAMITY CONTROL (M) EDUCATION (CE)
COAGERCIAL TELEVISION OR) COMMUNITY COOPERATION (PS) COMPENSATORY
COWAUNICABLE DISEASES (EA) OOMMUMTY DEVELOPMENT (CE) EDUCATION (X)
COMUNICABLE DISEASES (EC) COMANCY DEVELOPMENT (RC) COIRENSATORY
CaihMICATION COMMUMTY EDUCATION (CE) EDUCATION (PS)

(THOUGHT TRANSFER) (CS) COWAUMTY EDUCATION (EA) COMIENSATORY
COIAMICATION CC69AUNITY EDUCATION (X) EDUCATION (RC)

(NOUGHT TRANSFER) (FL) COMMUNITY HEALTH COMPENSATORY
OCNMUNICATION SERVICES (CE) EDUCATION

(THouctirr TRANSFER) (IR) COMMUNITY HEALTH COM'ENSATORY
COMMINICATION AIDS SERVICES (UM EDUCATION

(FOR DISABLED) (EC) COWAINITY INFORMATION PROGRAMS (LID)
COMMICATIC*4 SERVICES (CE) COMPETEME (CE)

APPREHENSION (CS) COMAMITY INFORMATION COMPETENCE (IR)
COMMMICATION SERVICES (IR) COMPETEWCE (TM)

APPREHENSION (FL) COMMITY INVOLVEMENT (CE) COMPETENCY BASED
COMMUNICATION COMMAIITY INVOLVEMENT (EA) EDUCATICN (CE)

BEHAVIOR (CS) =MUNDY INVOLVEMENT (PS)
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INDEX OF APPLICABLE TERMS
(All Clearinghouses Combined)

CONTWUNG EDUCATION ME)
CONTWUNG EDLCATION (JC)

COST EFFECTIVENESS
COST EFFECTIVENSS

(RC)
(TM)

CREATIVE Immo (EC)
CFEATIVE 'IMMO (SO)

CONTINUNG EDUCATION (RC) COSTS ME) CREATIVE WRITRIG (0M
CONTOWING EIXICATION COMISELING (CG) °NATIVITY (EC)

CENTERS (CE) COLNMEUNG CREATIVITY (PS)
CONTIMANG EDUCATION EFFECTIVENESS (CO) CINATIVITY RESEARCH (EC)

UNITS (CE) COLNSELMIG O&C-CTIVES (CG) CREATWITY RESEARCH

COMM= PROGRESS COLISEUM SERVICES (CO) CREATIVITY TESTS UM)
PLAN (EA) COMBING TECRIKWES (CO) CREDENTIALS (EA)

CONTRACEPTION (CG) COMISEUNG TECHNIQUES (RC) CREDENTIALS tra1)
CONTRASTIVE LINGUISTICS (FL) COUNSEUNG TRZORIES (00) CREDIT COURSES (JC)

CONTROL GROUPS (TM) COMSB.OR ATTITUDES (OM CREE (FL)

CONTROVERSIAL ISSUES COLWSELOR CREOLES (FL)
(COME CONTENT) (EA) CERTIFICATION (CO) CMME (CG)

CONVENTIONAL INSTRUCTIONIM
CONVERSATIONAL LANGUAGE

COIRMIELOR
CHARACTERISTICS (CO)

CRIME (RC)
CRIME (SO)

COURSES (FP
CONVERSATIONAL

COLNSELOR CLEW
RELATIONSMP (CO)

CMME PREVENTION (C0)
CRIME PfEVENTION (EA)

MANAGEMENT (CS) COUNNLOR EDUCATORS (CO) CRIME PREVENTION (UD)

COOPERATING TEACHERS (SP) COUNSELOR EVALUATION (CG) CRIMINAL LAW (CE)

COOPERATION (EA) COUNSELOR CRIMINALS (CG)

COOPERATION (RC) PERFORMANCE (00) CRISIS INTERVENTION (CG)

COOPERATIVE EDUCATION (CE) COUNSELM CRISIS INTERVENTION (EA)
COOPERATIVE EDUCATION (JC) QUALIFICATIONS (CO) CRISIS MANAGEMENT (EA)

CCOPERATIVE LEAMSNO (EC) COUNSELOR ROLE (00) CRITEMCW REFEREICED Int
COOPERATIVE PLANNING (IR) COUNSELOR SELECITC*I (CG) CRITERION REFERENCED

COOPERATIVE PLAMING (RC) COUNSELOR TEACHER TESTS (IR)

COOPERATIVE PROGRAMS (HE)
COOPERATIVE PROGRAMS (JC)

COOPERATION
COLMISELOR TRAINING

(0G)
(CO)

CRITERION REFERENCED
TESTS (Tm)

COOPERATIVE PROGRAMS (RC) COUNSELORS (CG) CRITICAL INCIDENTS

COORDINATORS OF COME CONTENT (HE) 1MTHOD (TM)
HANDICAPPED COURSE CONTENT (JC) CMTICAL FEADWG (CS)

SERVICES (EC) CORSE CONTENT (HC) CRITICAL THINKING (CS)

COPING (CG) COURSE CONTENT (SE) CFSTICAL THINKING (HE)

COPING (RC) COME DESCRWTIONS (HE) CRITMAL THINKWG (JC)

COPYRIGHTS (EA) COURSE DESCRIPTIONS (JC) CRITICAL THINKING (SO)
COPYMGHTS (IR) COURSE INESCRIPTIONS (HC) CMTICAL THOBONG (SP)
COM CURRICULUM (HE) COURSE EVALUATION (HE) CRITICAL THINKING (714)

CORPORAL. PUNISHMENT (EA) COURSE EVALUATION (IR) CMTICAL VIEWING (CS)

CORPORATE EDUCATION (CE) COURSE EVALUATICW (SE) CROSS AGE TEACHING (SP)

CORRECTIONAL EDUCATION (CE) COURSE EVALUATION (TM) CROSS CULTURAL STUDIES (CO)

CORFECTIONAL COME WITEMATED CROSS CULTURAL STIMIES (FL)
INSTITUTIONS (CE) LIBRARY WSTRUCTION OR) CROSS CULTURAL STUDIES (RC)

CORRECTIONAL COURSE SELECTION CROSS CULTURAL STUDIES (SO)

INSTITLTITONS (CO) (STUDENTS) (JO) CFKMS CULTURAL STUDIES (LID)

CORRECTIONAL COLMSEWARE OR) CROSS CULTURAL

INSTITUTIONS (UD) COURT DOCTRINE (EA) TRABBNG (FL)
CORRECTIONAL COURT JUDGES (EA) MSS CULTURAL

REHABILITATION (CE) COURT LITIGATION (EA) TRAIMNG (AC)

CORRECTIONAL COURT LITIGATION (EC) CROSS CULTURAL

REHABILITATION (CG) COURT LITIGATION (HC) THAWING (SP)

COFRECTIVE READING (CS) COURT LITIGATION (SO) CROSS CULTURAL.

CORRELATION (Thl) COURT LITIGATION (UD) TRAINING (UD)

CORRESPONDENC E COURT ROLE (EA) CROSS CULTURAL

SCHOOLS (CE) COURTS (EA) TRAINING (UD)

CO:RESPONDENCE STUDY (CE) CRAFT WORKERS (CE) CROSS CULTURAL

=RESPONDENCE STUDY (RC) CREATIONISM (EA) TRAIMNG
COSOATOLOGY (CE) CREATIVE DEVELCPMENT (EC) (CULTURAL

COST EFFECTIVENESS (EA) CREATIVE DRAMATICS (CS) AWARENESS) (SO)

COST EFFECTIVENESS (HE) CREATIVE TEACHING (SP) CROSS SECTIONAL STUDIES (TM)

COST EFFECTIVENESS (JC) CREATIVE THINKWG (CS) CRYSTALLOGRAPHY (SE)
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INDEX OF APPLICABLE TERMS
(All Clearinghotees Conti*

CUBANS
CUBANS
CUES
CULTURAL ACTIVITIES
OLLTIMAL ACTMTES
CULTURAL AWARENESS
CULTURAL AWARENESS
CULTLMAL AWARENESS
CULTURAL AWAFEIESS
CULTURAL AWAWNESS
CULTURAL BACKGROUND
CULTURAL BACKGROUND
CULTURAL BACKGROUND
CULTURAL BACKGROUND
CULTURAL BACKGRCX/NO
CULTURAL CENTERS
CULTURAL CONTEXT
CULTURAL CONTEXT
CULTURAL CONTEXT
CULTURAL CONTEXT
CULTLMAL MFFERENCES
CULTURAL DIFFERENCES
CULTURAL DIFFERENCES
cuumtrAt. I,A7gERENCES
CUL1;.04.A1 V;":RENCES
CUL/Vitt 4,11 ? ENCES
CUL'AJT- r ;44 :34CES
CUL .4` ,

Cao0VANTfr.:AMENT
CULTURAL EDWATION
CULTURAL EDUCATION
CULTURAL EDUCMION
CULTURAL ENRICHAENT
CULTURAL EXCHANGE
CULTURAL EXCHANGE
CULTURAL EXCHANGE
CULTURAL FACTORS
CULTURAL IMAGES
CULTURAL MAZES
CULTURAL IMAGES
CULTURAL INFLUENCES
CULTURAL INFLUENCOS
CULTURAL INFLUENCES
CULTURAL

INTERRELATIONSHIPS
CULTURAL

INTERRELATIONSHIPS
CULTURAL

INTERRELATIONSHIPS
CULTURAL ISOLATION
CULTURAL ISOLATION
CULTURAL LITERACY (CS)
CULTURAL OPPORTUNITIES (UD)
CULTURAL PLURALISM (CS)
CULTURAL PLURALISM (EA)
CULTURAL PLURALISM
CULTURAL PLURALBM
CULTURAL PLURALISM
CULTURAL PLURALISM
CULTURAL SENSITMTY
CULTURAL TRAITS

(FL)
(U0)
OR)
(FL)

(RC)
(CS)
(FL)

(RC)
(SO)
(UM
(CS)
(FL)
(RC)
(SO)
(U0)
(EA)
(CS)
(FL)
(RC)
(SO)
(CE)
(CS)
(EC)
(FL)
(RC)
(SO)
(U0)

(UD)
F

($o/
(FL)
(FL)

(SO)
(UD)
(SO)
(FL)

(RC)
(SO)
(FL)
(PS)
(RC)

(CS)

(FL)

(Up)
(FL)
(10)

(FL)

(RC)
(SO)
(UD)
(CS)
(FL)

CULTURAL TRAITS (RC)
WITURAL TRAITS (U13)
CULTURALLY

DISADVANTAGED (SO)
WAN:RALLY

DISADVANTAGED (U0)
OLLTUE 014
MA-TIM CONFLICT (FL)
CULTURE COWLICT (RC)
CULTURE CONFLICT (SO)
CULTURE CONEUCT
CULTURE CONTACT (FL)
CULTURE FAIR ISIMS (TM)

CULTURE FAIR TESTS (Urn
MANURE LAG (UM
CURRENT EVENTS (SO)
CURRICULUM (SP)
CURRICLLUM BASED

ASSESSMENT (EC)
CURRICULUM DESIGN (EA)
CUFRICLLUM DESIGN (HE)
CLEIRICILUM DESIGN (IR)

CURRICULUM DESIGN (PS)
CURRICULUM DESIGN (RC)
CIMFUCIALIM DESIGN (SE)
CURRICULUM CESIGN (SP)
CURRICULUM CESIGN

(THEORY) (SO)
CURRICULUM

DEVELOPMENT (EA)
CURRICULUM

DEVELOPMENT (HE)
CLRRICULUM

DEVELOPMENT (IR)

CURRICULUM
DEVELOPMENT (JC)

CURRICULUM
DEVELOPMENT (PS)

CURRICULUM
DEVELOMENT (SE)

CURRICULUM
DEVELOPMENT (SP)

CURRICULU M
DEVELOP ME NT

(THEORY) (SO)
CURRICULUM

DEVELOPMENT (UD)
CUIMPOULUM ENRICHMENT OR)
CURRICILUM EVALUATION (EA)
CURRICULUM EVALUATION (IR)
CURRICILUM EVALUATION (X)
CURRICULUM EVALUATION (SE)
CURRICULUM EVALUATION (TM)
CURRICULUM EVALUATION

(SOCIAL STUDIES) (SO)
CURRICULUM GUIDES (JC)
CURRICULUM GUIDES (PS)
CURRICULUM GUIDES (SE)
CURRICULUM GUIDES (SO)
CURRICULUM GUIDES (SP)
CURRICULUM IMBALANCE (UD)

CURRIMLUM PLANNING (UD)
CURRICILUM RESEARCH (TM)
CURRICMUM SPECIALISTS (EA)
CURRICULUM STUDY

CENTERS (EA)
CURRICLLUM STUDY

CENTERS (SP)
CURSAIE WRITMIG (CS)
CUTTING SCORES (TM)
CYBERNETICS (1R)

CYBERNETICS (SE)
CNIELIC ALPHABET (FL)
CYTOLOGY (SE)
CZECH (FL)

DAILY LIVING SKILLS (CE)
DAILY LIVING SKILLS (EC)
DANCE (CS)
DANCE (RC)
DANCE (SP)
DANCE EDUCATION (SP)
DANISH (FL)
DATA (TM)

(TM)
DATA BASED INSTRUCTION (EC)
DATA COLLECTION (TM)
DATA INTERPRETATION (TM)
DATA PROCESSOIG (1144)

DATA PROCESSING
OOMPATIONS (OE)

DATABASE DESIGN OR)
DATABASE MANAGEAENT (TM)
DATABASE MANAGEMENT

SYSTEMS (EA)
DATABASE MANAGEMENT

SYSTEMS (I R)

DATABASE PRODUCERS (IR)
DATABASES (1R)
DAY CAPP PROGRAMS (RC)
DAY CARE (PS)
DAY CARE CENTERS (EA)
DAY CARE CENTERS (PS)
DAY STUDENTS (.1C)

DE FACTO SEGREGATION (UD)
DE JURE SEGREGATION (UD)
DEAF KM (EC)
DEAF INTER/4E1M (EC)
DEAF INTERPRETING (FL)
DEAF SERVICE CENTERS (EC)
DEAFNESS (EC)
DEANS (HE)
DEANS (JC)
DEAN (00)
DEAN (CURRICULUM

RELATED SOCIAL
CONCERN) (SO)

ERIC Clearinghouse Scope of Interest Guide C-I1
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INDEX OF APPLICABLE TERMS
(M Clearingrases Canbined)

MATH EDUCATION
(CURE:NM-UM
RELATED SOCIAL
CONCERN) (SO)

DEBATE (CS)
DEBATE FORMAT (CS)
DEBATE STRATEGIES (CS)
DEBATE TMEORY (oS)

DEMOCRATIC VALUES (SO)
DEMOGRAPHY (EA)
DEMOGAAPHY (HE)
DEMOGRAPHY (JC)
IMMOGRAPHY (PS)
DEMOGRAPHY (RC)
DEMOGRAPHY (S0)
DELOGRAPHY (UM

DEVELOPMENTAL
PSYCHOLOGY

INVEI.OPMENTAL STAGES
DEVELOPMENTAL STAGES
CEVIS.OPMENTAL STLCHES

PROGRAMS
DEVELOPMENTAL TASKS
DEVELOPMENTAL TASKS

(EC)
(CE)
(TM)

(JC)
(CE)
(TM)

DEBATE TOURNAMENTS (CS) DEMONSTRATIM CENTERS (CE) DEVELOPMENTAL THERAPY (EC)

DECENTRAUZATION (EA) DEMONSTRATION CENTERS (EA) DIABETES (EC)

DECEMMALIZATION (FIC) DEMONSTRATION DIACMOMC UNMASITCS (FL)

DECENTRALIZATION (LID) PROGRAMS (CE) MAMMAL MARKING (FL)

DECIMAL FRACTIONS (SE) DEMONSTRATION DIAGNOSIS (TM
DECISION MAKWIG (CS) PROGRAMS (IR) DIAGNOSTIC TEACHING (EC)

DECISION MAKING (EA) DEMONSTRATION DIAGNOSTIC TEACHING (IR)

DECISION MAKING (HE) PROGRAMS (RC) DIAGNOSTIC TESTING (JC)

DECISION MAKING (RC) DEIONSIRATONS DIACMOSTIC 'TESTS (PS)

DECISION MAKING (SO) (EIXICATIONAL) (CE) INAGNOSTIC TESTS (TM)

DECISION MAKING (SP) DENTAL. HEALTH (SP) DIALECT STIMIES (FL)

DECISION MAKING (TM) DENTAL SCHOOLS (HE) DIALECTS (FL)

DECISION MAKPICI SKILLS (OS) DENTAL STUDENTS (HE) DIALOG JOURNALS (CS)

(*COON MAKU40 SKILLS MA) DEPARTMENT HEADS (EA) DIALOG JOURNALS (EC)

DECLINING EIVOLLMENT (EA) DEPARTMENT HEADS (X) DIALOG JOURNALS (FL)

DECLWING EMOLLhENT (HE) DEPARTMENTS (JC) DIALOGS (LANGUAGE) (FL)

DECLINING EMOLUMENT (JC) IXPEMBITS SCHOOLS (EA) DICTATION (CE)

DECODING (READING) (CS) DEPOSITORY UBRARIES (IR) DICTIONARIES (FL)

DECODSIG (READING) (FL) DEPRESSED AREAS DIFFEFENCES (FC)
DEDUCTIVE lalliODS (GEOGRAPH/C) (UM DIFFERENTIAL DIAGICSIS (EC)

(SOCIAL STUDIES) (SO) DEPIESSKIN DIFFERENTIAL DIPLOMAS (EC)

DEEP STRUCTURE (FL) (PSYCHOLOGY) (CO) DIFFERENTIATED STAFFS (EA)

DERNITIONS (FL) DEPRESSION DIFFERENTIATED STAFFS (SP)

DERNMONS (Rc) (PSYCHOLOGY) (EC) DIFROULTY LEVEL (TM)

DEGREE REQUIREMENTS (EA) DESCEUPTIVE UNGUISTICS (FL) DIFFUSION

DEGREE REQUIREMENTS (HE) DESCRPTIVE WRITING (CS) (COMMUMCATION) (CS)

DEGREE REQUIREMENTS (JC) DESEGFEGATION (UD) DIFFUSION

DEGREES (ACADEMC) (JC) DESEGREGATION EFFECTS (LID) (COMMNICATION) (IR)

DEGREES (ACADEMIC) (HE) DESEGREGATION DIFFUSION (PHYSICS) (SE)

DEINSIMMONAUZATION LMGATION (UD) DIFFUSION

(OF DISABLED) (EC) DESEGREGATION METHODS (EA) COAKINICATION (RC)

DELAYED SPEECH (EC) DESEGREGATION METHODS (LID) DIGLOSSIA (FL)

DELAYED SPEECH (FL) DESEGREGATION PLANS (UD) DINING FACILITIES (EA)

DELINQUENCY (CE) DESIGN (EA) DIRECT INSTRUCTION (EA)

DELINQUENCY (CG) DESIGN (TM) DIRECTED READING

DELINQUENCY (EC) DESIGN BUILD APR:MOH (EA) ACTIVITY (cs)
DEUNQUENCY (RC) DESIGN PREFERENCES (IR) DISABILITIES (CE)

DEUNQUENCY (VD) DESIGN FEQUIREMENTS (EA) DISABIUTIES (EA)

DEUNQUENCY CAUSES (CG) DESIGN RECKAREMENTS (IR) DISABIUTIES (RC)
DELINQUENCY PREVENTION (CG) DESKTOP PUBLISHING (IR) DISABLED PARENTS (EC)

DELINQUENCY PREVINTION (EA) DETERMINERS DISABLED TEACHERS (E0)

DELINQUENCY PREVENTION (LID) (LANGUAGES) (FL) DISADVANTAGED (CE)

DELINQUENT BEHAVIOR (00) DEVELOPED NATIONS (SO) DISADVANTAGED (EC)

DEUNQUENT DEVELOPING NATIONS (FL) DISADVANTAGED (PS)
REHABILITATION (CG) DEVELOPING NATIONS (HE) DISADVANTAGED ADULTS (UD)

DELINQUENT DEVELOPS** NATIONS (RC) DISADVANTAGED GROUPS (LID)

REHABILITATON (UD) DEVELOPING NATKINS (SO) DISADVANTAGED SCICIOLS (LID)

DELIVERY SYSTEMS (IR) DEVELOPING NATIONS (UD) DISADVANTAGED YOUTH (CE)

DELIVERY SYSTEMS (RC) DEVELOPMENTAL DISADVANTAGED YOUTH (EC)

DELPHI TECHNIQUE (EA) DISABIUTIES (EC) DISADVANTAGED YMITH (PS)

DELPHI TECHNIQUE (TM) DEVELOPMENTAL DISADVANTAGED YMITH (LID)

DEMAND OCCUPATIONS (CE) DISABI UTIES (RC) DISCIPLINE (EN
DEMOCRATIC VALUES (EA) DISCIPUNE (PS)
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INDEX OF APPLICABLE TERMS
(AU Clearkighouses combined)

=CPUS* (RC) DOCIMENTATION (nA)
DISCIPLINE (SP) DOMINICANS (Up)
DISCVLINE POLICY (EA) DOWNS SYNDROME (EC)

DISCPLME PROBLEMS (EA) DRAFTING (CE)
DISCPUE PROBLEMS (SP) DRAMA (CS)
DISCLOSURE (CO) DRAMA THERAPY (EC)

DISCOGRAPHIES (IR) DRAM WORKSHOPS (CS)

DISCOWISE ANALYSIS (CS) DRAMAITC PLAY (CS)
DISCOURSE ANALYSIS (P1-) DRAMAIV PLAY (PS)
DISCOURSE ANALYSIS (TA) LAAWATICS (CS)
DISCOURSE MODES (es) DRAVEXAN LANGUAGES (FL)
DISCOURSE DRESS CODES (EA)

OFOANIZATION (CS) MOLLS (PRACTICE) (F1-)

DISCOVERY LEARMNG (IR) DRILLS (PRACTICE) (IR)

DISCOVERY LEARI.40 IPS) DMINOIG (OG)

DISCOVERY LEARNING (SE) DRINKRIG (RC)
DISCOVERY LEARMNG (SO) DRIMOIG (U13)

DISCOVERY LEARNING (SP) CRINKMIG WATER (SE)
DISCRUMANT DRIVER EDUCATION (CE)

ANALYSIS (TM) DMV1NG WILE
DISCRINNATION (UD) INTOXICATED (CG)

DISCRIMINATORY DROPOUT ATTITUDES (C0)

ATTITUDES (SOCIAL) (SO) DROPOUT ATTITUDES (EA)
DISCRIMINATORY DROPCUT ATTITUDES (UP)

LEGIaATICN (EA) DROPOUT
DISCRIMATORY CHARACTERISTICS (CG)

LEGEIATION (UD) DROPOUT
DISCUSSION CHARACTERISTICS (EA)

(TEACHING DROPOUT
TECHNIQUE) (SO) CHARACTEMSTICS (UD)

DISCUSSION DROPOUT PREVENTION (CE)
(TEACHING DROPOUT PREVENTION (CO)

TECHNIQUE) (SP) DROPOUT PREVENTION (EA)
DISEASE CONTROL (SE) DROPOUT PREVENTION (JC)

DISEASES (EC) DROPOUT PREVENTION (M)
DISK DRIVES (IR) DROPOUT PFEVENTION (LID)

DISLOCATED WORKERS (CE) DROPOUT PROGRAMS (EA)
DISMISSAL (PERSONNEL) (CE) DROPOUT PROGRAMS (CO)

DISMISSAL (PERSONNEL) (EA) DROPOUT PROGRAMS (RC)
DISPLACED HOMEMAKERS (CE) DROPOUT PROGRAMS (UD)

DISPLACED HOMEMAKERS (CG) DROPOUT RATE (EA)
DISPLAY SYSTEMS (IR) DROPOUT RATE (RC)
DISSENT (SO) DROPOUT RATE (UD)

DISTANCE EDUCATION (CE) DROPOUT RESEARCH (EA)
DISTANCE EDUCATION (HE) DROPOUT RESEARCH (JO)

DISTANCE EDUCATION (IR) DROPOUT RESEARCH (UP)

DISTANCE EDUCATION (JC) DROPOUTS (CE)

DISTANCE EDUCATION (RC) DROPOUTS (CG)

DISTINCTIVE FEATURES DROPOUTS (EA)
(LANGUAGE) (FL) DROPOUTS (EC)

DISTRACTORS (TESTS) (TM) DROPOUTS (JC)

DISTRIBUTIVE EDUCATION (OE) DROPOUTS (RC)
DIVERGENT THINKING (TM) DROPOUTS (SP)
DIVORCE (00) DROPOUTS (UP)

DIVORCE (PS) DRUG ABUSE (CG)

DIVORCE (SOCIAL DRUG ABUSE (EA)
PROBLEM) (SO) DRUG ABUSE (EC)

DNA (SE) DRUG ABUSE (RC)
DOCTORAL DEGREES (HE) DRUG ABUSE (U D)

DOCTORAL. PROGRAMS (HE) DRUG ABUSE (SOCIAL
DOCUMENTATION (IR) PROBLEM) (SO)

DRUG AIXXCIPON
DWG ADDICTION
DRUG ADDICTION
DM* EDUCATION
DRUG EDUCATION
DRUG EDWATION
MUG LEGISLATION
DRUG FEHABRITATION
DRUG TFERAPY
DRUG THERAPY
DRUG USE
MaKII USE
DRUG USE 'JESTING
DUAL CAREER FAMILY
DUAL CAREER FAMILY
DUE PROCESS
DUE PROCESS
DUE PROCESS
DUTCH
DYSLEXIA
DYSLEXIA
DYSLEXIA

-E-

EARLY ADOLESCENTS
EARLY CHILDHOOD

EDUCATION
EARLY CHILDHOOD

EDUCATION
EARLY EXPERENCE
EARN INTERVENTION
EARLY PARENTHOCII
EARLY PARENTHOOD
EARLY READING
EARLY READING
EARLY RETIREMENT
EARLY FERMENT

(CG)
(EC)
(UO)
(CO)
(HC)

(SP)
(EA)
(CG)
(00)
(EC)
(00)
(EA)
(EA)
(CE)
(CM
(EA)
(EC)
(SO)
(PL)
(CS)
(EC)
(PL-)

(PS)

(PS)

(RC)
(PS)
(EC)
(CG)
(UD)

(CS)
(PS)
(CE)
(EA)

EARTH SCIENCES (SE)
EARTHWAKES
ECOLOGICAL ASSESSP.ENT (EC)
ECOLOGICAL FACTORS (SE)
ECOLOGICAL MODEL

(SPECIAL EDUCATION) (EC)
ECOLOGICAL PARADIGM (EC)
ECOLOGY (RC)
ECOLOGY (SE)
ECONOMIC CHANGE (HO)
ECONONC CLIMATE (RC)
ECONOMIC DEVELOPMENT (CE)
ECONOMIC DEVELOPMENT (JC)
ECONOMIC DEVELOPLENT (RC)
ECON0990

DISCRIMINATION (UD)
ECON0A9C FACTORS (RC)
ECONOLIC FACTORS (SO)
ECONCIAMC FACTORS (UD)
ECCNOMIC RESEARCH (TM)
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(AM C#earinghouses Combined)

ECONONOC STATUS
ECONOSMC STATUS
ECONOMICALLY

DISADVANTAGED
ECONOMICALLY

=ADVANTAGED
ECONOMICALLY

DISADVANTAGED
ECONOMICS (GENERAL)

(AS PART OF
SOCIAL STUDIES)

ECONOMICS EDUCATION
EDITING
EDMNG
EDITORIALS
EGTORS
EDITORS
EDUCATION
EDUCATION ACT 1991

(ENGLAND)
EDUCATION COURSES
EDUCATION MAJORS
EDUCATION OF THE

HANDICAPPED
AAMENDAENTS (1996)

EDUCATION SERVICE
CENTERS

EDUCATION VOUCHERS
EDUCATION WORX

RELATIMISHIP
EDUCATION WORK

RELATIONSHIP
EDUCATION WORK

RELATIONSHIP
EDUCATION WORK

RELATIONSHIP
EDUCATION WORK

RELATIONSHIP
EDUCATIONAL

ADMINISTRATION
EDUCATIONAL

ADMINISTRATION
EDUCATIONAL

ADMINISTRATION
EDUCATIONAL

ALTERNATIVES
EDUCATIONAL

ASSESSMENT
EDUCATIONAL

ASSESSMENT
EDUCATIONAL

ASSESSMENT
EDUCATIONAL

ASSESSMENT
EDUCATIONAL

ASSESSMENT

(RC)
(UD)

(CE)

(RC)

(UD)

(SO)
(SO)
(CS)
OR)

(CS)
(CS)
(IR)

(SO)

(EC)

(SP)
(SP)

(EC)

(EA)
(CE)

(CE)

(EC)

(JC)

(RC)

(UD)

(CE)

(EA)

(RC)

(SO)

(EA)

(HE)

(JC)

(RC)

014)
EDUCATIONAL ATTAINMENT (RC)
EDUCATICNAL ATTITUDES (CE)
EDUCATIONAL ATTITUDES (RC)
EDUCATIONAL ATTTTUDES

EDUCATIONAL
BACKGROMI

EDUCATIONAL BENERTS
EDUCATIONAL

CERTIRCATES
EDUCATIONAL

CERTIFICATES
EDUCATIONAL CHANGE
EDUCATIONAL CHANGE
EDUCATIONAL CHANCE
EDUCATIONAL CHANGE
EDUCATIONAL CHANGE
EDUCATICNAL CHANCE
EDUCATIONAL eHANGE
EDUCATIONAL COMPLEXES
EDUCATXDIAL

COOPERATION
EDUCATIONAL

COOPERATIC*4
EDUCATIONAL DEMAND
EDUCATIONAL DEMAND
EDUCATIONAL

DEVaCPMENT
EDUCATIONAL

DEVELOPMENT
EDUCATIONAL

DEVELOPMENT
EDUCATIONAL GAMOW
EDUCATIONAL DIAGNOSIS
EDUCATIONAL

DISCROANATION
EDUCATIONAL

DISCRIMINATION
EDUCATIONAL ECONOMCS
EDUCATIONAL ECONOMCS
EDUCATIONAL

ENVIRONMENT
EDUCATIONAL

EtiVIRONVENT
EDUCATIONAL

ENVIROMENT
EDUCATIONAL EQUIPMENT
EDUCATIONAL EQUITY

(FINANCE)
EDUCATICNAL EQUITY

(FINANCE)
EDUCATIONAL EQUITY

(FINANCE)
EDUCATIONAL EQUITY

(FINANCE)
EDUCATIONAL EQUITY
EDUCATIONAL

EXPERIMENTS
EDUCATIONAL FACILITIES
EDUCATIONAL FACIUTIES
EDUCATIONAL FACILITIES

DES/ON
EDUCATICvAL FACIUTIES

IMPROA, adENT
EDUCATIONAL FACILITIES

PUNNING

(CP
(CE)

(CE)

MA)
(EA)
(IR)

(PS)
(RC)
(SE)
(SO)
(SP)
(EA)

(EA)

(RC)
(CE)
(EA)

(EA)

(-1C)

(RC)
(EC)
(TM)

(RC)

(U D)

(EA)
($o)

(EA)

(RC)

(SP)
(EA)

(RC)

(UD)

(JC)

(EA)
(UD)

UM)
(EA)
(SE)

(EA)

(EA)

(EA)

EDUCATIONAL FACIUTIES
PLANNING

EDUCATIONAL FINANCE
EDUCATIONAL FINANCE
EDUCATIONAL Ft ONCE
EDUCATIONAL MANCE
EDUCATIONAL FRANCE
EDUCATIONAL GAMS
EDUCATIONAL GAMES
EDUCATICNAL GAMES

(SOCIAL STIXIIES)
EDUCATIONAL

GERONTOLOGY
EDUCATIONAL HISTORY
EDUCATIONAL IVITORY
EDUCATIONAL HISTORY
EDUCATIONAL

OrIPROVEMENT
EDUCATIONAL

IMPROVEMENT
EDUCATIONAL

IMPROVEMENT
EDUCATIONAL

IMPROVEIENT
EDUCATIONAL

IMPROVEMENT
EDUCATMAL

IMPROVEMNT
EDUCATIONAL

IMPROVRENT
EDUCATIONAL

IMPROVEMENT
EDUCATICWAL
EDUCATIONAL
EDUCATIONAL
EDUCATIONAL
EDUCATIONAL
EDUCATIONAL
ED UCATIONAL
EDUCATIONAL
EDUCATIONAL
EDUCATIONAL
EDUCATIONAL
EDUCATIONAL
ED UCATIONAL
EDUCATIONAL

AMPRACTICE
EDUCATIONAL
EDUCATIONAL
ED UCATIONAL
EDUCATIONAL
EDUCATIONAL
EDUCATIONAL
EDUCATIONAL
EDUCATIONAL
EDUCATIONAL
EDUCATIONAL
EDUCATIONAL
EDUCATIONAL
ED UCATIONAL

INNOVATION
IMIOVATION
IMOVATION
INNOVATION
ItOlOVATION
lAWOVATION
INNOVATION
IhNOVATION
11010VATION
LEGISLATION
LEGISLATION
LEGISLATION
LEGISLATION

MEDIA
NEEDS
NEEDS
NEEDS
NEEDS
NEEDS
OBJECTIVES
OBJECTIVES
OBJECTIVES
OBJECTIVES
OBJECTIVES
OBJECTIVES
OBJECTIVES

(IR)

(EA)
(HE)
(JC)
(SC)

OR)
(RC)

(SO)

(CE)
(EA)
(RC)
(SO)

(CE)

(EA)

(HE)

(IR)

(RC)

(SE)

(so)

(SP)
(CE)

(EA)
(IR)
(JC)
(PS)
(RC)
MO)
(SP)
(UD)
(CE)
(EA)
(EC)
(RC)

(EA)
(IR)

(CE)

(EA)
(HE)
(RC)
(SP)
(EA)
OR)
(JC)

(RC)
(SO)
(Se)
OM)
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INDEX OF APPLICABLE TERMS
(A0 Clearinfftuses Comb trod)

EDUCATIONAL
OPPORTIONTIES (HE)

EDUCATIONAL
OPPORIUMTIES (RC)

EDUCATICNAL PARKS (EA)
EDUCATKMAL PHILOSOPHY (IR)
MUCATIONAL PtEDSOPHY (PS)
EDUCATIONAL PI4LOSOPHY (RC)
EDUCATIONAL PHILOSOPHY (SO)
EDUCATICNAL PHLOSOPHY (SP)
EDUCATIONAL PLANNING (CE)
EDUCATIONAL PLANNING (EA)
EDUCATIONAL PLANNING (IR)
EDUCATIONAL PLANNING (JC)
EDUCATKWAL PLANNING (RC)
EDUCATICNAL PLANNING (SP)
EDUCATKWAL POLICY (EA)
EDUCATIONAL POLICY (HE)
EDLMATIONAL POLICY (PS)
EDUCATIONAL POLMY (RC)
EDUCATIONAL PRACTICES (RC)
EDUCATIONAL PFUNCIPLES (EA)
EDUCATIONAL PRINCIPLES (SP)
EDUCATIONAL

PSYCHOLOGY (PS)
ED UCATIONAL

PSYCHOLOGY (SO)
EDUCATIONAL

PSYCHOLOGY (TM)
EDUCATIONAL QUAUTY (EA)
EDUCATIONAL QUAUTY (HE)
EDUCATIONAL QUALITY (RC)
EDUCATIO4AL QUAUTY (TM)
EDUCATIONAL RADIO (IR)
EDUCATIONAL RESEARCH (EA)
EDUCATIONAL RESEARCH (HE)
EDUCATIONAL RESEARCH (RC)
EDUCATIONAL RESEARCH (SO)
EDUCATIONAL RESEARCH (TM)
EDUCATIONAL

RESEARCH/
RESEARCHERS (SP)

EDUCATIONAL
RESEARCHERS (CE)

EDUCATIONAL
RESEARCHERS (EA)

ED UCATIONAL
RESEARCHER; (DA)

EDUCATIONAL RESOURCES (EA)
EDUCATIONAL RESOURCES (IR)
EDUCATIONAL RESOURCES (RC)
EDUCATICNAL RESOURCES MP}
EDUCATIONAL

RESPONSIBILITY (EA)
EDUCATIONAL

RESPONSI BILITY (RC)
EDUCATIONAL SOCIOLOGY (SO)
EDUCATIONAL STATUS (LID)
EDUCATIONAL STRATEGIES (RC)
EDUCATIONAL STRATEGIES (SP)

EDUCATIONAL
TECM4OLOGY (IR)

EDUCATIONAL
TECM4OLOGY (RC)

EDUCATIONAL
TECHNOLOGY (SP)

EDUCATIONAL TELEVISION (IR)
EDWATIONAL TE.EVISION (JC)
EDUCATIONAL TELEVISION (PS)
EDUCATIONAL TESTWG (TM)
EDUCATIONAL THEOWS (IR)
EDUCATIONAL THEORES (PS)
EDUCATIONAL PEONES (RC)
EDUCATIONAL THEOFWES (TM)
EDUCATIONAL THEOFHES (SO)
EDUCATIONAL DEEMS (SP)
EDIXATIONAL TRENDS (EA)
EDUCATIONAL TFEIWS (HE)
EDUCATIONAL TREKS (RC)
EDWATIONAL VOUCHERS (EA)
EDUCATIONALLY

DISADVANTAGED (CE)
EDUCATIONALLY

DISADVANTAGED (EA)
EDUCATIONALLY

DISADVANTAGED (EC)
EDUCATIONALLY

DISADVANTAGED (JC)
EDUCAMNALLY

DISADVANTAGED (RC)
EDUCATIONALLY

DISADVANTAGED (UD)
EFFECT Sin (TM)
EFFECTIVE TEACHING

(SOCIAL STUDIES) (SO)
EFFICENCY (EA)
EFFICIENCY (TM)
EIGHTEENTH CENTURY

LITERATURE (CS)
ELECTRIC BATTERIES (SE)
ELECTIVC CIFOUTTS (SE)
ELECTRIC MOTCRS (SE)
ELECTRICAL ENGINEERING (SE)
ELECTRICAL OCCUPATIONS (CE)
ELECTRICAL SYSTEMS (SE)
ELECTRICIANS (OE)
ELECTFUCITY (CE)
ELECTIVCITY (SE)
ELECTROENCE-

PHALOGRAPHY (SE)
ELECTROMECHANICAL AIDS (EC)
ELECTROMECHANICAL AIDS (SE)
ELECTROMECHANICAL

TECHNOLOGY (SE)
ELECTRONIC CLASSROOMS (SE)
ELECTRONIC EQUIPMENT (IR)
ELECTRONIC EQUIPMENT (SE)
ELECTRONIC INDUSTRY (SE)
ELECTRONIC MAIL (IR)
ELECTRONIC PUBUSHING (IR)
ELECTRONIC 'TECHNICIANS (CE)

ELECTRONICS
ELECTROMOS
ELDNENTARY EDUCATION
ELEMENTARY EDUCATION
ELEMENTARY EDUCATION
ELEMENTARY SCHOOL

MATHEMATICS
ELEMENTARY SCHOOL

MATHEMATICS
ELEMENTARY SCHOOL

SCENCE
ELEMENTARY SCHOOL

SCIENCE
ELEMENTARY SCHOOL

STUDENTS
ELEMENTARY SCHOOL

STUDENTS
ELEMENTARY SCHOOL

TEACHERS
ELEMENTARY SCHOOL

TEACHERS
ELBANTARY SECONDARY

EDUCATION
EPAIRYOLOGY
EkERGENCY MEDICAL

TECHMCIANS
BAERGENCY PROGRAMS
BEMENT LITERACY
IMAGING OCCUPATIONS
EMOTIONAL ADJUSTMENT
EMOTIONAL ADJUSTMENT

(CE)
(SE)
(PS)
(RC)
(SE)

(RC)

(SE)

(RC)

(SE)

(PS)

(RC)

(RC)

(SP)

(RC)
(SE)

(CE)
(EA)
(PS)
(CE)
(03)
(EC)

EMOTIONAL DEVELOMENT (CG)
EMOTIONAL DEVELOPMENT (PS)
EMOTIONAL DISTURBANCES (EC)
EMOTIONAL DISTMANCES (MC)
EMOTIONAL EXPERIENCE (PS)
EMOTIONAL PROBLEMS (CG)
EMOTIONAL RESPONSE (CG)
EMOTIONAL RESPONSE (CS)
EMPATHY (CG)
EMPLOYED PARENTS (CE)
EMPLOYED PARENTS (CG)
EMPLOYED PARENTS (PS)
EkPLOYED WOMET4 (CE)
BPLOYED WOMEN (CO)
EMPLOYED WOMEN (RC)
EMPLOYED WOMEN (LID)
EMPLOYEE ABSENTEEISM (CE)
EMPLOYEE ASSISTANCE

PROGRAMS (CE)
EMPLOYEE ASSISTANCE

PROGRAMS (EA)
EMPLOYEE ATTITUDES (CE)
EMPLOYEE RESPONSIB1UTY (CE)
EMPLOYEES
EMPLOYER ATIITUDES
EMPLOYER EhrLOYEE

RELATIONSHIP
EMPLOYER EMPLOYEE

RELATIONSHIP

(CE)
(CE)

(CE)

(EA)
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INDEX OF APPLICABLE TERMS
(All ClearNiouses Combkied)

ENWLOYER SUPPORTED
DAY CARE

EAWLOYERS
IEWLOMENT
EMPLOYMENT

COUNSELORS (CE)
ENPUNIMENT

COUNSELORS (CO)
EAWLOYMENT EXPERIENCE (CE)
ENWLOYMENT WIERVIEWS (CE)
EMPLOMENT INTERVIEWS (EA)
EAWLOYMENT LEVEL (CE)
EAWLOYMENT

OPPORTUNITIES (CE)
EAWLOYMENT

OPPQRTUNITES (tiO)
EMPLOYASENT PATTERNS (CE)
EAWLOYNENT PATTERNS (RC)
EMPLOYIENT POTENTIAL (CE)
EMPLOYMENT POTENTIAL (0(1)
EMPLOYIMNT PRACTICES (CE)
EAWLOYMENT PRACTICES (EA)
EMPLOYMENT PRACTICES (UD)
EIPLOYPANT PRIMILEMS (CE)
ENWLOYMENT PROBLEMS (UD)
EAWLOYMENT PROGRAMS (CE)
EtZWYMENT PROGRAMS (JC)
EAWLOYMENT PROGRAMS (UD)
ENWLOYMENT

PROJECTIONS (CE)
EIPLOYMENT

PROJECTIONS (EA)
ENWLOYMENT

QUALIFICATIONS (CE)
EAWLOYMENT

QUALIFICATIONS MA)
EWLOYMENT SERVICES (CE)
EIPLOYMENT STATISTICS (CE)
EMPOWERMENT (EA)
ENCAPSULATED

FACILTTIES (EA)
ENCODING (PSYCHOLOGY) (IR)
ENDOWMENT FUNDS (HE)
ENERGY (SE)
ENERGY (SO)
ENERGY AUDITS (EA)
ENERGY CONSERVATION (EA)
ENERGY CONSERVATION (SE)
ENERGY CONSERVATION

(SOCIAL STUDIES) (SO)
ENERGY CRISIS (EA)
ENERGY EDUCATION (SE)
ENERGY MANAGEIMNT (EA)
ENERGY MANAGEMENT (SE)
ENERGY OCCUPATIONS (CE)
ENERGY OCCUPATIONS (SE)
ENGINEERING (GENERAL) (SE)
ENGINEERING DRAWING (SE)
ENGINEERING EDUCATION (HE)
ENGINEERING EDUCATION (SE)
ENGINEERING GRAPHICS (SE)

(PS)
(CE)
(CE)

ENGINEERING
TECHNECIANS (CE)

ENGINEERING
TECHNICIANS ISE)

ENGINEENNG TECHNOLOGY(SE)
ENGINEERS
ENGIBEERS
ENGINES
ENGLISH
ENGLISH
ENGLISH

(SECOND LANGUAGE)
ENGLISH

(SECOM LANGUAIN)
MUSH CURNCULLAS
ENGLIIN DEPARTMENTS
ENGLISH FOR ACADEMIC

PUFWOSES
ENGLISH FOR SCIENCE

AND TECIMOLOGY
ENGLISH FOR SPECIAL

PUFWOSES
ENGLISH INSTMCIION
ENGLISH LITERATURE
ENGLISH SECOOK)

LANGUAGE
ENLISTED PERSONNEL
ENRICIMENT
ENFICHMENT ACTIVITIES
ENRICHMENT ACTIVITIES
ENROLLMENT
ENROLLMENT
ENROLLMENT
ENROLLMENT INFLUENCES
ENROLLMENT INFLUENCES
ENROLLMENT WFLUENCES
ENROLLMENT
PROJECTIONS

ENROLLMENT
PROJECTIONS

ENROLLMENT
PFXUECTIONS

ENROLLMENT RATE
ENROLLMENT TRENDS
ENROLLMENT TRENDS
ENROLLMENT TRENDS
ENROLLMENT TRENDS
ENTMOLOGY
ENTRANCE EXAMINATIONS
ENTREPRENEURSHIP
ENTREPRENEURSHIP
ENTROPY
ENTRY WORKERS
ENURESIS
ENVIRONMENT
ENVIRMIMENTAL

EDUCATION
ENVIRONMENTAL

EDUCATION
AS PART OF
SOCIAL mumm)

(CE)
(SE)
(SE)
(CS)
(FL)

(CE)

(FL)
(CS)
(CS)

(FL)

(71-)

(FL)
(CS)
(CS)

(AC)

(CE)
(EC)
(EC)
(RC)
(EA)
(HE)
(JC)
(EA)

(HE)
(AC)

(EA)

(HE)

(JC)
(EA)
(EA)
(HE)
(JC)
(RC)
(SE)
MA)
(CE)
(RC)
(SE)
(CE)
(E C)

(SE)

(SE)

(SO)

ENVIRONMENTAL
INFLUENCIES

ENVIROMAENTAL
WIFWENCES

ENVIROMBENTAL
INRLIENCES

ENVEIOMMNTAL

(PS)

(RC)

(SE)

MELLIENCES (UD)

ENVIRONMENTAL
RESEARCH (SE)

ENVROPAGENTAL
IIESEARCH (TA)

ENVIRONMENTAL
STAPIDARDS (SE)

ENVIROWAENTAL
TECHNICLANS (SE)

ENZYMES (SE)
EMENVOLOGY (SE)
EPISTEMOLOGY (IR)
EQUAL EDUCATION (CE)
EQUAL EDUCATION (CC)
EQUAL EDUCATION (EA)
EQUAL EDUCATION (PR)

EQUAL EDUCATION (AC)
EQUAL EDMATION (RC)
EQUAL EDUCATION (UD)
EQUAL FACLITIES (EA)
EQUAL FACLITIES (UD)
EQUAL OPPORTUNITIES

(JONI) (CE)
EQUAL OPPOR1UNMES

(JOBS) (CG)
EQUAL OPPORTUNITIES

(JOBS) (EA)
EQUAL OPPORTUNITIES

(JOBS) (U0)
EQUAL PROTECTION (CG)
EQUAL PROTECTION (EA)
EQUALIZATION AID (EA)
EQUATED SCORES MA)
ECIJATIONS

(MATHEMATICS) (SE)
EQUIPIENT (SE)
EQUIPMENT EVALUATION (EA)
EQUIPMENT EVALUATION (IR)
EQUIPMENT STANDARDS (EA)
EQUIPAIENT STANDARDS (IR)
EQUIPMENT STORAGE (SE)
EQUIPMENT UTUIZATION (EA)
EQUIVALENCY TESTS (CE)
EQUIVALENCY TESTS (TtA)
EQUIVALENT SCOCES (TM)

ERROR ANALYSIS
(LANGUAGE) (FL)

ERROR CORRECTION (R-.)
ERROR OF IMMUREMENT (TM)
ERROR PATTERNS (F1-)
ERROR PATTERNS (I R)

ERROR PATTERNS MA)
ESKIMO ALEUT LANGUAGES (FL)
ESKIMOS (R)
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INDEX OF APPLICABLE TERMS
(Ai Clearinghouses Combined)

ESKNOS
ESPERANTO
ESSAY TESTS
ESTIMATION

(MATHEMATICS)
ESTIMATION
ESTUAIVES
ETHICAL INSTRUCTION
ETHICAL INSTRUCTM
ETHICAL INSTRUCTION
ETHICS
ETHOS
ETHNIC BIAS
ETHMC BIAS
ETHMC BIAS
ETHMC DISTRIBUTION
ETHMC GROUPS
ETHNIC GROUPS
ETHMC GROIRS
ETHNIC GROUPS
ETHNIC GROUPS
ETHNIC GROUPS
ETHNIC GRCUPS
MOW MNCRITIES
ETHMC MNORITIES
ETHNIC ORIGINS
ETHNIC ORIGNIS
ETI*IIC RELATIONS
ETHNIC RELATIONS
ETHNIC RELATIONS
ETHMC STEREOTYPES
ETHNIC STEREOTYPES
ETHNIC STEREOTYPES
ETHMC STUDIES
ETHNIC STUDIES
ETHNICITY
ETHMCITY
ETHNICITY
ETHNICITY
ETIMCENTRISM
ETHNOCENTRISM
ETMOGRAPHY
ETHNOGRAPHY
ETHNOUNGUISTICS
ETHNOLOGY
ETYMOLOGY
EUROPEAN STUDIES
EVALUATION
EVALUATION
EVALUATION
EVALUAIION
EVALUATION (GROUPS)
EVALUATION

(INDIVIDUALS)
EVALUATION CRITERIA
EVALUATION CRITERIA
EVALUATION CRITERIA
EVALUATION CRITERIA
EVALUATION CRITERIA
EVALUATION CRITERIA
EVALUATION CRITERIA

(RC)
(FL)
am)

(SE)
(TM)
(SE)
(RC)
(SO)
(U0)
(CE)
(EA)
(FIC)
(TM)
(U0)
(U0)
(FL)
(HE)
(JC)
(PS)
(RC)
(S0)
IUD)
(SO)

(UD)
(SO)
(U0)
SC)
(SO)
(U0)
(RC)
(SO)
(U0)
(SO)
(U0)
(CG)
(FL)

(RC)

(RC)
(U0)
(FL)

(RC)
(FL)
(SO)
(FP
(SO)
(IR)

(PS)
(RC)
(TM)
(TM)

UM)
(EA)
(HE)
(IR)
(JC)
(PS)
(SP)
(TM)

EVALUATION LETHODS (GE)
EVALUATION MEMOS (EA)
EVALUATION kETHODS (HE)
EVALUATION METHODS (X)
EVALUATION MTH= (SP)
EVALUATION METHODS (TWO

EVALUATION FEEDS (EA)
EVALUATION NEEDS (Thq
EVALUATION OF TEACHER

PERRIMANCE (TM)
EVALUATION PROBLEMS (EA)
EVALUATION PROBLEMS (T14)
EVALUATION RESEARCH (EA)
EVALUATION RESEARCH (TM)
EVALUATION LTTLIZATION (EA)
EVALUATION UTIUZATION OR)
EVALUATION UTEZATION (TM)
EVALUATIVE THNKING (IR)
EVALUATIVE TIMING (TM)
EVALUATORS (TM)
EVALUATION METHODS (IR)
EVALUATION PROBLEMS (IR)
EVE1040 PROGRAMS (CE)
EVENNG PROGRAMS (X)
EVENING STUDENTS (CE)
EVENING STUDENTS (JC)
EVIDEICE (EA)
EVOLUTION (SE)
EXAMNATIONS (TM)
EXAMNATIONS

(PROFESSIONS) (TM)
EXAMNERS (TM)
EXCELLENCE (EA)
EXCELLENCE IN

EDUCATION (EA)
EXCEPTIONAL CHILD

RESEAMH (Eq
EXCEPTIONAL PERSONS (EC)
EXCHANGE PROGRAMS (FL)
EXERCISE (SP)
EXERCISE PHYSIOLOGY (SP)
EXHIIITS (IR)
EXHIIENTS (SE)
EXPECTANCY TABLES (TM)
EXPECTATION (RC)
EXPENDITURE

PER STUDENT (EA)
EXPENDITURES (EA)
EXPENDITURES (C)
EXPERENCED TEACHERS (EA)
EXPERIENTIAL LEARNING (CE)
EXPERIENTIAL LEARNING (IR)
EXPERIENTIAL LEARNING (RC)
EXPERIMENTAL LEARNING (SE)
EXPERIMENT& PROGRAMS (EA)
EXPERIMENTAL

PSYCHOLOGY (TV
EXPERMENTAL TEACHING (SP)
EXPERIMENTS (SE)
EXPERT SYSTEMS (IR)
EXPER1 SYSTEMS (SE)

EXPOSITORY WRITOIG (CS)
EXPOSITORY WIWI (FL)
EXPRESSIVE LANGUAGE (FL)
EXPULSION (EA)
EXTEIVED SCHOOL DAY (EA)
EXTEMED SCHOOL YEAR (EA)
EICIEMMED TEACHER

EDUCATION PROGRAMS (SP)
EXTEISION ACENTS (CE)
MEMNON AGENTS (RC)
EXTENSION ACENTS PE)
EXTENSION EDUCATION (CE)
EXTENSION EDUCATION (RC)
EXTERNAL DEGREE

PFONIAMS (CE)
EXTRACUIWCULAR

ACTIVITES (EA)
EXTRACURRCULAR

ACTIVITIES (HE)
EXTRACUFRICULAR

ACTIVITES (SE)
EXTRAVERSION

INTROVERSION (CS)
EXTREMELY GIFTED (EC)

-F-
FABLES (CS)
FACILITATORS (EA)
FACIUTIES (EA)
FACILITIES (SE)
FACUTY CASE STUDIES (EA)
FACILITY EXPANSION (EA)
FACILITY GUIDEUNES (EA)
FACLITY IIPROVEMENT (EA)
FACILITY INVENTORY (EA)
FACILITY FEOIARBENTS (EA)
FACIUTY UTILIZATION

RESEAFCH (EA)
FACSINKE TRANSMSSION (IR)
FACTOR ANALYSIS (TM)
FACTOR STRUCTURE (TM)
FACULTY (SP)
FACULTY ADVISERS (HE)
FACULTY COLLEGE

RELATIONSHIP (HE)
FACULTY COLLEGE

RELATIONSHIP (JC)
FACULTY DEVELOPMENT (HE)
FACULTY DEVELOPMENT OR)
FACULTY DEVELOPMENT (JO)
FACULTY DEVELOPMENT (RC)
FACULTY DEVELOPMENT (SP)
FACULTY EVALUATION (HE)
FACULTY EVALUATION (JC)
FACULTY PROMOTION (HE)
FACULTY WORKLOAD (HE)
FACULTY WORKLOAD (JC)
FAMILE CAREGIVERS (CO)
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INDEX OF APPUCABLE TERMS
(AN Cleark*ouses Comb had)

HOME STUDY
HOSE VISITS
HOMEBOUND
HOMELESS PEOPLE
HOMELESS PEOPLE
HOMEMAKERS
HOMEWOFIK
HOMOSEXUALITY
HONORS CURRICULUM
HONORS CUMICULUM
HORIZONTAL

ORGANIZATION
HORTICULTURE
HORTICULTURE
HOSPITAL LIBRARIES
HOSPITAL PERSONNEL
HOSPITAL SCHOOLS
HOSPITALITY

OCCLWATIONS
HOSPITALIZED CHILDREN
HOSTILITY
HCOSE PLAN
IOUSEHOLD WORKERS
HCAISING
HOUSIMG DEFICIENCIES
IMMO DISCRIMINATION
HOUSBIG NEEDS
HOUSING NEEDS
HOUSING OPPORTUNITIES
HUMAN BICLOGY
HUMAN BODY
HUMAN CAPITAL
HUMAN FACTORS

ENGINEERING
HUMAN FACTORS

ENGINEERING
HUMAN RELATIONS
HUMAN RELATIONS
HUMAN RELATIMIS
HUMAN RELATONS
HUMAN RELATIONS

PROGRAMS
HUMAN RELATIONS UNITS
HUMAN RESOURCE

DEVELOPIENT
HUMAN RESOURCES
HUMAN RESOURCES
HUMAN RIGHTS
HUMAN RIGHTS
HUMAN SERVICES
HUMAN SERVICES
HUMAN SERVICES
HUMAN SERVICES

(SOCIAL WELFARE)
HUMANISM
HUMANISTIC EDUCATION
HUMANITIES
HUMANITIES
HUMANTTIES
HUMANITIES INSTRUCTION
HUMANITIES INSTRUCTION

(CE)
(PS)
(EC)
(EA)
(tn3)
(CE)
(PS)
(CO)
(JC)
(SE)

(EA)
(GE)

PE)
(IR)

(CE)
(EC)

(CE)
(EC)
(CG)
(EA)
(CE)
(RC)

(UD)
(UD)

(EA)
(UD)
(w)
(SE)
(SE)
(EA)

(EA)

(IR)
(CG)
(CS)
(SO)
(UM

(90)
(so)

(.10)

(EA)
(Re)
(so)
CUD)
(CE)
(00)
(RC)

(SO)
(SO)
(JC)
(CS)
(HE)

(RC)
(CS)
(JC)

HUMANITIES (ART, MUSIC,
CULTURAL STUDIES)

HUMNBTIES BISTRUCTION
(ART, MUSIC,
CULTURAL STUDIES)

HLMANIZATION
HLMAMTATION
HUMIDITY
HISKIAPIAN
HYGIENE
HYPERACTIVITY
HYPERIENSKAI
HYPNOSIS
HYPOTHESIS TESTING

ICHTHYOLOGY
DENTIRCATIM
DENTIFICATION

(PSYCHOLOGICAL)
DENTIRCATION

(PSYCHOLOGY)
DENTIRCATION

(PSYCHOLOGY)
DEOGRAPHY
MOMS
LLEGAL 'MUG USE
LLEGAL DRUG USE
LLE3AL IIMIGRANTS
LLITERACY
LUTERACY
LLUSTRA11ONS
MIAERSION PROGRAMS
MORANTS
/MIGRANTS
MIGRANTS
MMINVATION PROGRAMS
MMINIZATION PROGRAMS
MPLEMENTATION
MPROVEMENT PROGRAMS
MPROVEMENT PROGRAMS
MPROVEMENT PROGRAMS
N SCHOOL SUSPENSION
N STATE STUDENTS
NCAMERATED YOUTH
NCENTIVES
NCOME
NCOME
NDEPENDENCE TRAINING
NDEPENDENT LMNG
NDEPENDENT LIVING
NDEPENDENT READING
NDEPENDENT STUDY
NDEPENDENT STUDY
NDEPENDENT STUDY
NDEXES
NDEXES
NDEXING

(SO)

(SO)
(EA)
(SO)
(SE)
(PL)
(SP)
(EC)
(EC)
(11A)

(TM)

(SE)
(EA)

(U0)

(cs)

(PS)
(a)
(P1-)

(CO)
(EA)
(UD)
(CE)
(Cs)
(IR)
ift)
(PL)
(RC)
(UO)

(SP)
(UD,
(TM)
(EA)
(IR)

(RC)

(EA)
(HE)
(EC)
(EA)
(0E)
NC)
(EC)
(03)
(EC)
(CS)
(CE)
(IR)

(SE)
(EA)
(IR)

R)

INDIAN IMSTORY (SO)
MANS (a)
POKRENOUS POPULATIONS (FL)
IIIMENOUS POPLIATIONS (FIC)
INDIVOUAL

CHARACTEFOSTICS (CM
INDIVICXJAL

CHARAC1EFISTICS (EA)
NIXVOUAL

CHARPCIERISTICS (IR)
NOIVOUAL

CHARACTERISTICS (PS)
POIVIDUAL

CHARACTERISTICS (RC)
NDIVIDUAL

CHARACTERISTICS (UD)
NORMAL COUNSEUNG (CG)
ROME/UAL DEVELOPMENT (EA)
FORMAL DEVELOPMENT (RC)
POIVOUAL DEVELOPMENT (TM)
NDMDUAL DIFFERENCES (EA)
NDIVIDUAL DIFFERENCES (IR)
POIVIDUAL DIFFERENCES (PS)
POIVIDUAL DIFFERENCES (TM)
KIPICUAL INSTMICTION (SP)
NORMAL NEEDS (CO)
NIXVIX/AL NEEDS (IR)
NDIVOUAL KAMER (CO)
KIIVIDUAL PSYCHOLOGY (CO)
POIVIDUAL TESTING (TM
NOWIDUAUZED

CUIVIICUWM (PS)
NINVOUAL/ZED

EDUCATION PROGRAMS (EA)
NDMDUALIZED EDUCATION

PROGRAMS (EC)
NDIVOUALIZED EDUCATION

PROGRAMS (RC)
NDIVIDUALIZED FAMILY

SERVICE PLANS (EC)
NORMALIZED

INSTRUCTION (CE)
NDIVIDUALIZED

INSTRUCT/ON (EA)
NOIVIDUALIZED

INSTRUCTION (EC)
NORMALIZED

INSTRUCTION (IR)
NDIVIDUALIZED

INSTRUCTION (JO)
NDIVIDUALIZED

INSTRUCTION (PS)
POIVIDUALIM

INSTRUCTION (RC)
NORMALIZED

INSTRUCTION (SP)
NDIVIDUALIZED

INSTRUCTION (THEORY) (so)
NDMDUALIZED PROGRAMS (PS)
PIDIVIDUALIZED PROGRAMS (SP)
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INDEX OF APPLICABLE TERMS
(AN Clearinpouses Combhed)

INDIVOLMUZED PROGRAMS NFORMATION IECKNOLOGY (IR) INSTITUTIONAL USRAFWES (IR)
(TNEORY) MO) NFOFBIATKIN MEOW OR) INSTITUTIONAL PASSION (FE)

INENVIDUAUZED FEADING (CS) NMI:NATION TRANSFER (IR) INSTITUTIONAL IESEARCH (HE)
INDII/DUAUZED TRANSMON NFOFWATION TRANSFER (TM) INSTTP.: SONAL NESEARCH (JO)

PLANS (EC) NFOESAATCN UTILIZATION (EA) !WM TUTIONAL ROLE (SP)
IWO EMOPEAN WONAATION UTLIZAIION (IR) INCTITUMNALIZED

LANGUAGES (FL) MURES (EC) PERSONS (EC)
IK1001910ESE FL) ItIUUNES (SP) INSTITUTIONAUZED
INDOCHINESE (LID) NNER CITY (PS) PERSONS (U0)
INDONESIAN (FL) WIER CITY (UD) INSTRUCTION (SP)
INDONESIAN LANGUAGES (FL) NORGANC CHEASSTRY (SE) !NMI:BMX:NAL DESIGN (EA)
INDUCTION (SE) NPLANT PFCIMMMS (CE) INSTRUCTIONAL
INDUCTIVE METHODS NPUT OUTPUT ANALYSIS (EA) DEVELOPMENT (EA)

(SOCIAL STUDIES) (SO) NPUT OUTPUT ANALYSIS ON) INSTFLICTIONAL
INDUSTRIAL ARTS (CE) NPUT OUTPUT DEVICES (IR) DEVELOPMENT (IR)
INDUSTRML ARTS NOUNIY TRAINING (SO) INSINICTIONAL

TEACHERS (CE) INSECTICIDES (SE) DEVELOPMENT (SP)
!NOMINAL EDUCATION (CE) NSERVKX EDUCAIION (CE) INSINICTIONAL
NOMINAL PERSONNEL (CE) NSERVICE EDUCATION (EA) EFFECIIVENESS (EA)
NOMINAL PSYCHOLOGY (CE) INSERME EDUCATION (RC) INSTRUCTIONAL
NDUSTRIAL TRAINING (CE) NSERVICE TEACIER EFFECTIVENESS (EC)
NOUSTIVAL TRAINING (IR) EDUCATION (CE) INSTRUCTIONAL
NDUSTRY (CE) NSERVICE TEACI.ER EFFECTIVENE101 (IR)
NEOUALITY EDUCATION (EA) INSTIWCTIONAL

(MATHEMAIICS) (SE) NSERNCE TEACHER EFFECTIVENESS (TM)
NFANT BEHAVIOR (PS) EDUCATION (EC) INSTIWCTIONAL FILMS (IR)
WANTS (PS) NITIERVICE TEACHER INSTIWCTIONAL
NFANTS (RC) EDLCATION WROVEIAENT (EA)
NFENENCES (CS) NSERVICE TEACHER INSTFRICTIONAL
NFLUENCES (RC) EDUCATION (X) IMPROVEMENT R)
NFORMAL EDUCATION (SE) NSERVICE TEACHER INSIIWCTIONAL
NFORMAL READING EDUCATION (PS) IMPROVEMENT (SP)

NVENTORIES (CS) NSERVICE TEACHER INSTRUCTIONAL
NFORMATION CENTERS OR) EDIXATION (RC) INNOVATION (EA)
NFM4ATKIN NSERVICE TEACHER INSTRUCTIONAL

DISSEMINATION (EA) EDUCATION (SE) INNOVATION (IR)
NFORMAIICAN NSERVICE TEACHER INSTRUCTIONAL

DISSEMINATION (I R) EDUCATION (SP) INNOVATICN (JC)
NFORMATION NSTITLITES (TRAINING INSTRUCTIONAL

DISSEMNATION (RC) PROGRAMS) (CE) IMOVATION (SP)
NFORMAIION NSTITUTES (TRAINING I NSTIWCTIONAL

MANAGENENT (EA) PROGRAMS) (SP) INNOVATION
NFORMATION NSTITUTES (TRAINING (SOCIAL STUDIES) (SO)

MANAGEMENT (I PROGRAMS) (UD) NSTRUCTIONAL
NFORMATION NEEDS (EA) NSTITUTIONAL LEADERSH, (EA)
NFOIWATION NEEDS R) ADMINISTRATION (EA) NSTRUCTIONAL MATERIAL
NFORMATION NETWORKS (EA) NSTITUTIONAL ADAPTATION (EC)
NFORMATION NETWORKS (IR) CHARACTERISTICS (EA) NSTRUCTIONAL MATERIAL
NFORMATICN PROCOSSING (EA) NSTITUTIONAL EVALUATION (IR)
NFORMATION PROCESSING (I R) CHARACTERISTICS (HE) NSTRUCTIMAL MATERIAL
NFONAATION RETRIEVAL (EA) NSTITUTIONAL EVALUATION (TM)
NFORMATION RETRIEVAL (IR) CHARACTERISTK:S (RC) NSTIWCTIONAL MATERIALS (EA)
NFORMATION SCIENCE R) NSTITUTIONAL NSTRUCTIONAL MATERIALS (EC)

INFORMATION SCIENTISTS (I R) CHARACTERISTICS (UD) NSTRUCTIONAL MATERIALS (IR)
NFORMATION SEEKING R) NSTITUTIONAL NSTRUCTIONAL MATERIALS (PS)
NFORMATION SERVICES (IR) COOPERATION (EA) NSTRUCTIONAL MATERIALS (PC)
NFORMATION SOURCES (EA) NSIITUTIONAL NSTRUCTIONAL MATERIALS (SE)
NFORMAIION SOURCES (IS) COOPERATION (IR) NSTRUCTIONAL MATERIALS (SP)
NFORMATION SOURCES (RC) NSTITUTIONAL DESIGN (IR) NSTRUCTIONAL SYSTEMS (IR)
NFORMATION STORAGE (IR) NSTITUTIONAL EVALUATION (HE) NSTRUCTOR
NFORMATION SYSTEMS (I R) NSIITUTIONAL EVALUATION (TM) COORDINATORS (CE)
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INDEX OF APPLICABLE TERMS
(AN Clearinghouses Combined)

NSTRAENTATION (SE) INTERCLA.TURAL INISPERSONAL
NSURAWE (EA) PROGRAMS (SO) COINALMATION (CG)
NTEGERS (SE) INTERCLUMAL INTERDERSONAL
NTEGRATED ACTIVITIES (SE) PFCIGRAMS (UO) COMMINWATION (Cs)
NTEGRATED CWIRCULLAI (CE) INTERDISCPUNARY INTEIVERSONAL
NIEGRATED CUMICULUM (X) APPROACH (IR) COMMMATION (EA)
NTEGOIATED CURRICULUM (SE) INTEIVISCPUNARY ; NTEFFERSONAL
NTEGRATED LIBRARY APPROACH (JC) COIAWMCATION OR)

SYSTEMS CR) INTERDISCWUNARY INTERPERSONAL
NTEGRATION (UD) APPROACH (RC) COIAIUNICATION (RC)
NTEGRATION EFFECTS (UM) INTERDISCIPLINARY INTERPERSONAL
NTEMATION METHODS (UD) APPROACH (SE) COMPETENCE (cE)
NTEGRATION PLANS (U0) INTEIVISCPUNARY NTERPERSONAL
NTEGRA1IO4 READINESS (UD) APPROACH (SO) COAPETENCE (DA
NTELLECTUAL INTEMSCIPLINARY NTERPERSONAL

CEVELOPMENT (FS) APPROACN (SP) COMPETENCE (S)
NTELLECTUAL INTEREST (RNANCE) (EA) NTS:PERSONAL

DEVELOPMENT (SO) INTEREST GROUPS (EA) COOPETENCE (EC)
NTELLECTUAL INTEREST INVENTORIES (TM) NTS:PERSONAL

DEVELOPMENT 014) INTEREST RESEARCH MA) COMPETENCE (PS)
NTELLECTLIAL INSCIPUNES (I.E) INTERESTS (CE) NTEFPERSONAL
NTELLECTUAL DISCIPUNES (RC) !NMI:FAITH RELATIONS (SO) RELATIONSHIP (CE)
NTELLECTUAL C4SCIPUNES INTERFAITH RELATIONS ND) NTEFPERSONAL

(SOCIAL SCISCES) (SO) INTERFEREICE (LANGUAGE) (FL) RELATIONSHIP (Ca)
NTELLECTUAL FREEDOM (IR) INTERGENERATIONAL 14TIEFPERSONAL
NTEIECTUAL PROGRAMS (CE) RELATIONSHIP (CS)

PERFORMANCE (SO) INTERGROLP EDUCATION (SO) NTERPERSONAL
NTELLECIUAL PROPERTY (IR) INTERGROUP RELATIONS (CS) RELATIONSHIP (EA)
NTELUGENCE (TM) INTERMOUP RELATIONS NTERPERSONAL
NTELUGENCE (FILOAAN RELATIOMI) (SO) RELATIONSHIP (EC)

DIFFERENCES (Tm) INTERGROLP RELATIONS (UD) NTS:PERSONAL
NIELUGENCE QUOTIENT (TM) INTER= DESIGN (EA) FELATIONSHIP (PS)
NTEUXIENCE TESTS (EC) INTEROR SPACE (EA) NTS:PERSONAL
NTELUGENCE TESTS (FC) INTERLANGUAGE (FL) RELATIONSHIP (U0)
NTELLIGENCE TESTS (TM) INTERLERARY LOANS (IR) NTERPRETERS (FL)
NTELLIGIBILITY (SPEECH) (EC) INTERMEDIATE NTERPROFESSIMAL
NTENSIVE LANGUAGE ADMINISTRATIVE UNITS (EA) RELATIONSHIP (EA)

COURSES (FL) INTERMEDIATE CARE NTEFPROFESSIONAL
NTERACTION (CS) FACILMES (Ec) RELATIONSHIP (IR)
NTERACTION (IR) INTERMEDIATE GRADES (PS) NTERRATER REUABIUTY (TM)
NTERACTION (RC) INTERATIENT NTERVALS am)
NTERACTION PROCESS RENWORCEMENT (EC) NTERVENTION (EA)

ANALYSIS (SP) INTERMOCE DIFFERENCES (IR) NTERVENTION (EC)
NTERACTION PROCESS INTERNATIONAL EDUCATION (FL) NTERVENTION (PS)

ANALYSIS (SEHAVIORAL !NTS:NATIONAL EDUCATION (SO) NTERVE NTION (RC)
SCIENCES) (SO) INTERNATIONAL NTERVENTION (TM)

INTERACTIVE VIDEO (IR) EDUCATIONAL NTERVIEWS (CG)
INTERACTIVE VIDEO (SE) EXCHANGE (FL) NTERVIEWS (CS)
INTERCOLLEGLATE INTERNATIMAL NTERVIEWS (EA)

SCOPE RATION (HE) EDUCATIONAL NTERVIEWS
INTERCOLLEGIATE EXCHANGE (SE) NTIMACY (CG)

COOPERATION (X) INTERNATIONAL PROGRAMS (FL) NTIMACY (CS)
INTERCULTURAL INTERNAT/ONAL PROGRAMS (RC) NTONATION (FL)

COMWNICATION (cS) INTERNSHIP PROGRAMS (EA) NTRODUCTORY COURSES (TM)
INTERCULTURAL INTERNSHIP PROGRAMS (RC) NVENTED SPELLING (CS)

COWAUNICATION (FL) INTERNSHIP PROGRAMS (SP) NVENTION (SE)
INTERCULTURAL INTERPERSONAL NVENTORIES (TM)

COMMUNICATION (UD) ATTRACTION (CO) NVENTORS (SE)
I NTERCULTURAL I NIERPERSONAL NVESTIGATTONS (SE)

PROGRAMS (FL) ATTRACTION (CS) NVESTIGATIONS 014)
NVESTMENT (EA)
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INDEX OF APPLICABLE TERMS
(All Clearinghouses Combined)

:MEMICIIMINMEMEMPIE11=11=1"'

LANGUAGE SKILL ATTRITION (FL) LEADERSHP LEGAL EDUCATON (HE)

LANGUAGE SKILLS (FL) FESPONSIBILITY (SO) LEGAL EDUCATION (SO)

LANGUAGE SKILLS (RC) LEADERSHIP STYLES (00) LEGAL PROBLEMS (EA)
LANGUAGE LEADERSHIP STYLES (EA) LEGAL PROBLEMS (SO)

STAMARDIZATION (FL) LEADERSPS2 STYLES OR) LEGAL IVESPONSIBILITY (EA)

LANGUAGE STYLES (FL) LEADERSEP TRAINING (CE) LEGAL RESPONSIBILITY (EC)

LANGUACE TEACHERS
LANGUAGE TESTS

(FL)

(FL)

LEADERS*/ TWANG
(00kWATY) (SO)

LEGAL RESPONSIBE Ire
LEGees

(ric)
(CS)

LANGUAGE TESTS (TM) LEADERSHIP TRAIMNG (EA) LEGS= (RC)
LANGUAGE TYPOLOGY (FL) LEADERSHIP TRAINING (RC) LEGISLATK* (EA)
LANGUAGE UNIVERSALS (FL) LEARNING (SE) LEMSLATORS (EA)
LANGUAGE USAGE (CS) LEARNING (SO) LEISURE TIP& (CE)

LANGUAGE USAGE (FL) LEARNING (TM) LEISLME TlkE (sp)
LANGUACE USAGE (RC) LEARMNG ACTIVTIIES (EA) LEISURE TIAES (SO)

LANGUAGE USAGE MA) LEARNING ACTIVITIES (IR) LETTERS (ALPHABET) (F14

LANGUAGE VAFEATION (FL) LEM:WANG ACTIVITIES (PS) LETTERS
LANGUAGES (FL) LEARMNG ACTIVITIES (CORIRESPONDENCE) (CS)

LANGUAGES FOR SPECIAL (SOCIAL STLXXES (SO) LETTERS
PURPOSES (FL) LEAMING DISABILITIES (EC) (COI:RESPONDENCE) (FL)

LAO (FL) LEAFVANG IXSABILITIES (RC) LEXICOGRAPHY (FL)

LAOTIAPS (FL) LEARMNG ENVIRONMENT (EA) LEXICOGRAPHY (IR)

LAOTIANS (UD) LEARNING EXPERIENCE (TM) LEXICOLOGY (FL)

L ARCHE MOVEPENT (EC) LEARPANG LABORATORIES (CE) LIBEL & SLANDER (CS)

LARGE GROUP LEAMING LABORATORIES (IR) LIBERAL ARTS (HE)

INSTRUCTION (IR) LEARNING LABORATORIES (JC) UBERAL ARTS (JC)

LARGE TYPE MATERIALS (EC) LEARNING MODALITIES gm) LIBRARIANS (IR)

LASERS (SE) LEN:NINO MODULES (IR) UBRARES (IR)

LATCHKEY CHILDREN (PS) LEARNING MOTIVATION (CE) UBRARY ACQUIsrnoN (IR)

LATENT TRAIT THEORY (TM) LEARNING MOTIVATION (EA) LIBRARY ADMINISTRATION (IR)

LATERAL DOMINANCE (EC) LEARNING MOTIVATION (SO) LIBRARY ASSOCIATIONS (IR)

LATIN (FL) LEARNINKii MOTIVATION (TM) LIBRARY AUTOMATION (IR)

LATIN AMERICAN CULTUPE (FL) LEARNING PROBLEMS (EA) LIBRARY CATALOGS (IR)

LATIN AMERICAN HISTORY (RC) LEARNING PROBLEMS (EC) LIBRARY CIRCULATION (IR)

LATIN AMERICAN LEARNING PROBLEMS crki) LIBRARY COLLECTION
LITERATURE (FL) LEARNING PROCESSES (CE) DEVELOPMENT (IR)

LATIN AMERICAN LEARNING PROCESSES (EA) UBRARY COLLECTIONS (IR)

LITERATURE (UD) LEARNING PROCESSES (IR) UBRARY COLLECTIONS (RC)

LATIN AMERICANS (FL) LEARNING PFPDCESSES (PS) LIBRARY COOPERATION (IR)

LATIN LITERATURE (FL) LEARNING PROCESSES (SO) LIBRARY EDUCATION (IR)

LAUNDRY DRYCLEANING
OCCUPATIONS (CE)

LEARNING PROCESSES
LEARNING PROCESSES

(SP)

crht
LIBRARY EOUIPIENT
LIBRARY EXPENDITURES

(IR)
(IR)

LAW ENFORCEMENT
LAW ENFORCEMENT

(CE)

(EA)
LEARNING READINESS
LEARNING READINESS

(PS)
crm)

UBRARY EXTENSION
LIBRARY FACILITIES

(IR)
(EA)

LAW ENFORCEMENT (SO) LEARNING RESOURCES LIBRARY FACILITIES (IR)

LAW INSTRUCTION (SO) CENTERS (EA) LIBRARY GUIDES (IR)

LAW LIBRARIES (IR) LEARNING RESOURCES LIBRARY INSTRUCTION (IR)

LAW PCHOOLS (HE) CENTERS (IR) UBRARY MATERIAL
LAWS (EA) LEARNING RESOURCES SELECTION (IR)

LAWYERS (EA) CENTERS (JC) LIBRARY MATERIALS (IR)

LAYOUT (PUBLICATIONS) (CS) LEARNING STRATEGIES (I R) UBRARY NETWORKS (IR)

LEAD POISONING (SE) LEARNING STRATEGIES (SP) LIBRARY PERSONNEL (IR)

LEADERS (RC) LEARNING STRATEGIES (TM) UBRARY PLANNING (IR)

LEADERSHIP (CG) LEARNING THEORIES (IR) LIBRARY RESEARCH (IR)

LEADERSHIP (EA) LEARNING THEORIES (SO) LIBRARY ROLE (IR)

LEADERSHIP QUALITIES (CG) LEARNING THEORIES (SP) UBRARY SCHOOLS (IR)

LEADERSHIP QUALITIES (EA) LEARNING THEORIES (TM) LIBRARY SCIENCE (IR)

LEADERSHIP LEARNING THEORIES (UD) LIBRARY SERVICES (IR)

RESPONSI BI LM ES
LEADERSHIP

(EA) LEAST SQUARES
STATISTICS (1-14)

LIBRARY SKILLS
LIBRARY STANDARDS

(IR)
(IR)

RESPONSI (CG) LEAVE OF ABSENCE (HE) LIBRARY STATISTICS (IR)

LECTURE METHOD (CE) LIBRARY SURVEYS (IR)
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LIBRARY TECHNICAL
PROCESSES OR)

LIBRARY TECHNIUANS PR)
LICENSI4G EXAMINATIONS (TM)
LICENSPO EXAMINATIONS

UFE CYCLE COSTING (EA)
LIFE EVENTS (CO)
LIFE SATISFACTION (CG)
LIFE SATISFACTION (RC)
LIFE SCIENCES (SE)
LIFE STYLE (CG)
LIFE STYLE (RC)
LIFELONG LEARNING (CE)
LIFELONG LEAMING OR)
LIFELONG LEARNING (JC)
LIFELONG LEARNING (RC)
UFETIkE SPORTS (SP)
LIGHT (SP
LIGHTING (EA)
LIGHTING (IR)
LIGHTING DESIGN (EA)
LIKEUHOOD STATISTICS (TM)
UKERT SCALES (TM)
LIMITED ENGLISH

SPEAKING (EC)
LIMITED ENGLISH

SPEAKING (FL)
LIMITED ENGLISH

SPEAKING (RC)
LINEAR PROGRAMING (TM)
LINGUISTIC BORROWING (FL)
UNGUISTIC COMPETENCE (FL)
LINGUISTIC DIFFICULTY

(INHERENT) (FL)
UNGUISTIC INPUT (FL)
UNGUISTIC PERFORMANCE (FL)
LINGUISTIC THEORY (FL)
LINGUISTICS (FL)
LINKAGE (EA)
LINPONG AGENTS (IR)
UNKING AGENTS (RC)
LISPING (E C)
LISTENING (CS)
LISTENING

COMPREHENSION (CS)
USTENING

COMPREHENSION (FL)
LISTENING

COMPREHENSION TESTS (CS)
USTENING

COMPREHENSION TESTS (FL)
LISTENING

COMPREHENSION TESTS (TM)
LISTENING GROUPS (CS)
LISTENING HABITS (CS)
LISTENING SKILLS (CS)
LISTENING SKILLS (FL)
USTENING STRATEGIES (CS)
LITERACY (CE)
LITERACY (CS)

LITERACY AS SOCIAL LOW INCOENCE
PROCESS (CS) DISABIUTNES (EC)

LITERACY EDUCATION (CE) LOW MICOME (RC)
LITERACY EDUCATION (CS) LOW PICOME (GROUPS
UTERACY EDUCATION (X) NW
LITERACY EDUCATION (RC) GEOGRAPHC AREAS) (UD)
LITERACY EDUCATION (UD) LOW RENT HOUSING (UD)
LITERARY CANON (CS) LOW MON AIDS (EC)
LITERARY CRITICISM (CS) LIZANER CLASS STUDENTS (UD)
LITERARY DEVICES (CS) LUMBER INDUSTRY (SE)
LITERARY CXENRES (CS) LUPANESCENCE (SE)
LITERARY HISTORY (CS) I-UNAR RESEARCH (SE)
LITERARY STYLES (CS) LUNCH PROGRAMS (EA)
LITERARY THEORY (CS) LYRIC POETRY (CS)
UTERATURE (CS)
LITERATURE (FL)

LITERATURE APPRECIATION (CS)
LITERATURE APPRECIATION (FL)
LITERATURE BASED .m-

INSTRUCTION (CS)
LITERATURE INSTRUCTION (CS) MACHINE READABLE
LITERATURE FEVIEWS (EA) CATALOGING (IR)
LITERATURE REVIEWS (RC) MACHINE REPAIRERS (CE)
UTTER (SE) MACHINE TOOL
LOAN REPAYMENT (HE) OPERATORS (CE)
LOBBYING (EA) MACHINE TRANSLATION (FL)
LOCAL AREA NETWORKS (EA) MACHINISTS (CE)
LOCAL AREA NETWORKS (IR) MAGNET SCHOOLS (EA)
LOCAL GOVERNMENT (EA) MAGNET SCHOOLS (UD)
LOCAL HISTORY (RC) MAGNETS (SE)
LOCAL HISTORY (SO) MAGNIFICATION METHODS (SE)
LOCAL ISSUES (RC) MAIL SURVEYS (TM)
LOCAL kEDIA (CS) MAINSTREAPANG (EA)
LOCAL NEWS (CS) MAINSTREAMING (EC)
LOCUS OF CONTROL (CG) MAINSTREAMING (PS)
LOCUS OF CONTROL (IR) MAINSTREAMING (RC)
LOCUS OF CONTROL (PS) MAINSTREAMNG (SP)
LOCUS OF CONTROL (RC) MAINSTREAMNG (OF
LOCUS OF CONTROL (TM) MINORITIES AND
LOGIC (SE) DISADVANTAGED) (UD)
LOGICAL THINKING (IR) PMINTENANCE (EA)
LOGICAL THINKING (PS) MAJOR STUDENTS (HE)
LOGICAL THINKING (SE) MAJORS (STUDENTS) (JC)
LOGICAL THINKING (SO) MALAY (FL)
LOGICAL THINKING (TM) MALAYO POLYNESIAN
LON EUNESS (CG) LANGUAGES (FL)
LONG RANGE PLANNING (EA) MAN MACHINE SYSTEMS (EA)
LONG RANGE PLANNING (HE) MAN MACHINE SYSTEMS (IR)
LONG RANGE PLANNING (JC) MANAGEMENT BY
LONG RANGE PLAANING (RC) OBJECTIVES (EA)
LONG TERM CARE (CG) MANAGEPENT BY
LONG TERM MEMORY (IR) OBJECTIVES (JC)
LONGITUDINAL STUDIES (EA) MANAGEkENT
LONGITtf FINAL STUDIES (JC) DEVELOPMENT (GE)
LOK.ITUDINAL STUDIES (PS) MANAGEMENT

.IGITUDINAL STUDIES (TM) DEVELOPMENT (EA)
LOW ABILITY STUDENTS (SE) MANAGEIENT
LOW nriiC.: #EMENT
LOW ACHIEVRENT

(EA)
(TM)

DEVELOP ME NT
MANAGENE NT GAMES

(RC)

(EA)
LOW ACHIEVE AC NT (UD) MANAGEI4E NT GAMES (IR)
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INDEX OF APPLICABLE TERMS
(Ail Clearinghouses Combined)

MANAGEMENT INFORMATION
SYSTEMS (EA)

MANAGEMENT INFORMATION
SYSTEMS OR)

MANAGEMENT SYSTEMS (EA)
MANAGEMENT SYSTEMS (IR)
MANAGEMENT TEAMS (EA)
MANIPULATIVE MATERIALS (SE)
MANPOWER DEVELOPMENT (UD)
MANUAL COMMINICATION (EC)
MANUAL RESTRAINT (EC)

MATHEMATICAL MODELS (SE)
MATHEMATICAL MODELS (TM)
MATHEMATICAL

VOCABULARY (SE)
MATHEMATICIANS (SE)
MATHEMATICS (SE)
MATHEMATICS

ACIMVEMENT (11,4)
MATHEMATICS ANXIETY (SE)
MATIEMATICS CURRICULUM(SE)
MATHEMATICS EDUCATION

MEDIATION (EA)
MEDICAL CAM

EVALUATION (TM)
MEDICAL EDUCATION (HE)
MEDICAL EVALUATION (TM)
AEDICAL LIBRARES (IR)
MEINCAL SCHOOL FACULTY (HE)
MEDICAL SCHOOLS (HE)
MEDICAL SERVICES (EC)
ASDICAL SERVICES (RC)
MEDICAL SERVICES (SP)

MANUFACTURING IIIIDUSTRY(CE) (PRESCHOOL) (PS) MEDICAL SERVICES (UD)

MARATHI (FL) MATHEMATICS EDUCATION (SE) MEDICAL STUDENTS (RE)
MARIJUANA (CO) MAThEMATICS FORMULAS (SE) MEDICALLY FRAGILE (EC)

MARINE BIOLOGY (SE)
MARINE EDUCATION (SE)

MATHEMATICS
INSTRUCTION (RC)

MEDIEVAL UTERATURE (CS)
MELANESIAN LANGUAGES (Fl)

MARITAL INSTABILITY (CG)
MARKEDNESS (FL)

MATHEMATICS UNGUISTICS (SE)
MATHEMATICS MATERIALS (SE)

MEMORIZATION Um)
MEMCRY COG)

MARKETING (CE) MATHEMATICS SKILLS MEMORY (PS)

MARKETING (CS) (PRESCHOOL) (PS) MEMORY (TM)
MARRIAGE (SO) MATHEMATICS TEACHERS (SE) MEMORY DEFICITS (EC)
MASLOWS HIERARCHY MATHEMATICS TESTS (SE) MENTAL AGE (TM

OF NEEDS (EA) MATHEMATICS TESTS (TM) MENTAL DEVELOPMENT (SO)

MASS MEDIA (CS) MATTER (SE) MENTAL DISORDERS (EC)

MASS MEDIA (RC) MAXIMUM UKEUHOOD MENTAL HEALTH (CE)

MASS AEDIA EFFECTS (CS) STATISTICS (TM) MENTAL HEALTH (CG)
MASS AEDLA ROLE (CS) MAYAN LANGUAGES (FL) MENTAL HEALTH

MASS MEDIA USE (CS) MEASUREMENT (EA) PROGRAMS (RC)
MASTER PLANS (EA) MEASUREMENT (RC) MENTAL RETARDATION (EC)

MASTER PLANS (JC) IXASUREMENT (TM) MENTALLY RETARDED

MASTER TEACHERS (SP) MEASUREMENT PARENTS (EC)

MASTERS DEGREES (HE) (MATHEMATICS) (SE) AWNTORS (CE)

MASTERS DEGREES (SE) MEASUREMENT (SCIENCE) (SE) NENTORS (HE)

MASTERY LEARNING (IR) MEASUREMENT MENTORS (SP)

MASTERY LEARNING (SE) OBJECTIVES (TM) MENU DRIVEN SOFTWARE (IR)

MASTERY LEARNING (TM) MEASUMMENT MERCHANDISE
MASTERY TESTS (SE) TECHNIQUES (EA) INFORMATION (EA)

MASTERY TESTS MEASUREMENT MERCHANDISING (CE)

MASTURBATION (E)4 TECHNIQUES (IR) (WRIT PAY (CE)

MATCHED GROUPS (TM) MEASUREMENT MERIT PAY (EA)
MATERIAL CULTURE (SO) TECHNIQUES (SE) META ANALYSIS (IR)

MATERIAL DEVELOPMENT (IR) MEASUREMENT META ANALYSIS (TM)
MATERNAL HEALTH (PS) TECHNIQUES (SP) METABOLISM (SE)
MATHEMATICS MEASUREMENT METACOGNITION (CG)

ACHIEVEMENT (SE) TECHNIQUES (TM) METACOGNITION (IR)

MATHEMATICS MEASURES (TM) METACOGNMON (SE)

I NSTRUCTION (SE) MEASURES (INDIVIDUALS) (TM) METACOGNMON (TM)
MATHEMATI CS SKI LLS (SE) MEASURES (INDIVIDUALS) (JO) METAL INDUSTRY (CE)

MATHEMATICAL MECHANICAL ENGINEERING (SE) METAL WORKING (CE)

AP PU CATIONS (SE) MECHANICS (PHYSICS) (SE) METAUNGUISTICS (F

MATHEMATICAL CONCEPTS (SE) MECHANICS (PROCESS) (CE) METALLURGY (SE)
MATHEMATICAL CONCEPTS (TM) MEDIA ADAPTATION (GS) METALS (SE)

MATHEMATICAL MEDIA ADAPTATION (IR) METAPHORS (CS)

EN RIC HMENT (SE) MEDIA SIAS (CS) METAPHORS (FL)

MATHEMATICAL FORMULAS (SE) MEDIA COVERAGE (CS) METEOROLOGY (SE)

MATHEMATICAL FORMULAS (TM) MEDIA RESEARCH (CS) METHODOLOGY (TM)

MATHEMATICAL MEDIA RESEARCH (IR) METHODS (EA)
UNGUISTICS (SE) MEDIA ROLE (CS) METHODS (JO)

MATHEMATICAL LOGIC (SE) MEDIA SELECTION (CS) METHODS COURSES (SP)

MATHEMATICAL LOGIC (TM) MEDIA SELECTION (IR) METHODS RESEARCH (TM)
MATHEMATICAL MODELS (IR) MEDIA SPECIALISTS (I R) METRIC SYSTEM (SE)
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INDEX OF APPLICABLE TERMS
(AN Clearinghouses Combined)

MEXICAN MERICAN
EDUCATION

MEXICAN AMERICAN
HISTORY

MOW, MERMAN
HISTORY

MIDOCAN MERICAN
UTERATURE

MEXICAN AMERICANS
MEXICAN AMERICANS
MEGCANS
MEXICANS
MICROBIC:NAGY
M1CROCOWUTER BASED

LABORATORIES
AVCROCOMPUTERS
MICROCMPUTERS
IACROCOMPUTERS
PACFCCOUNSEUNG
MiCRORCHE
IGCROFORMS
ASCROREPRODUCTION
MICROSCOPES
MICROTEACHING
PACROTEACHING
PADDLE AGED ADULTS
MIDDLE EASTERN STUDIES
MIDDLE PRANAGEPENT
MIDDLE SCHOOLS
=LIFE TRANSITIONS
M/GRANT ADULT

EDUCATION
MIGRANT ADULT

EDUCATION
MIGRANT CHILDREN
MIGRANT CHILDREN
MIGRANT EDUCATION
MIGRANT EDUCATION
MIGRANT EMPLOYMENT
MIGRANT HEALTH

SERVICES
MIGRANT HEALTH

SERVICES
MIGRANT HOUSING
MIGRANT PROBLEMS
MIGRANT PROBLEMS
MIGRANT PROGRAMS
MIGRANT PROGRAMS
MIGRANT WORKERS
MIGRANT WORKERS
MIGRANT WORKERS
MIGRANT YOUTH
MIGRANT YOUTH
MIGRANTS
MIGRATION
MIGRATION
MILD DISABILITIES
MILD MENTAL

RETARDATION
MILITARY PERSONNEL
MILITARY TRA:MING

(RC)

(RC)

(SO)

(CS)

(FL)
(RC)
(FL)

(RC)
(SE)

(SE)
(EA)
(IR)

(RC)
(CG)

(IR)
(IR)
(IR)
(SE)
(IR)
(SP)
(CE)
(so)
(EA)
(EA)
(CE)

(CE)

(RC)
(RC)
(UD)
(RC)
(UD)
(CE)

(RC)

(UD)
(UD)
(RC)
(UD)
(RC)
(UD)
(CE)
(RC)
(UD)
(RC)
(UR)
(RC)
(RC)
(OD)
(EC)

(EC)
(CE)
(CE)

MINERALOGY (SE)
MINERALS (SE)
MINICOMPUTIERS (IR)
!ANIMAL BRAIN

DYSFLNCTON (EC)
14NIMUM

COMPETENCIES (IR)
MINIMUM

COMPETENCIES
AINI MUM

COMISTENCY
MNIMUM

COMPETENCY TESTING
MINIMUM

COAVETENCY TESTING (TM)
MINING (SE)
MINORITY GROUP

CHILDREN (PS)
MNORITY GROUP

CHILDREN (RC)
MINORITY GROUP

CHILDREN (UD)
MINORITY GROUP

INFLUENCES (UD)
MINORITY GROUP

STUDENTS (UD)
MINORITY GROUP

TEACHERS (EA)
MINORITY GROUP

TEACHERS (UD)
MINORITY GROUPS (CE)
MINORITY GROUPS (EA)
MINORITY GROUPS (FL)
MINORITY GROUPS (HE)
MINORITY GROUPS (JC)
MINORITY GROUPS (PS)
MINORITY GROUPS (RC)
MINORITY GROUPS (SO)
MINORITY GROUPS (UD)
MISCONCEPTIONS

(SCIENCE) (SE)
MISCUE ANALYSIS
MISSION STATEMENTS (JC)
MIXED AGE GROUPS (PS)
MOBILE CLASSROOMS (EA)
MOBILE LABORATORIES (SE)
MODELING (PSYCHOLOGY) (CG)
MODELING (PSYCHOLOGY) (PS)
MODELS (EA)
MODELS (IR)
MODELS (RC)
MODELS (SE)
MODELS (THEORY) (SO)
MODEMS (IR)
MODERATE MENTAL

RETARDATION (EC)
MODERN LANGUAGE

CURRICIILUM
MODERN LANGUAGES
MODERN MATHEMATICS

(TM)

(TM)

(EA)

(FL)
(FL)
(SE)

MODULAR BUILDING DESIGN (EA)

MONEY MANAGEMENT
MCSIGOLIAN LANGUAGES
MONITOFING
MONOUNGUALISM
MONTE CARLO METHODS
MORAL DEVELOPMENT
MORAL DEVELOPMENT
MORAL DEVELOPAENT
MORAL DEVELOPMENT
MORAL DEVELOPMENT
MORAL ISSUES
MORAL VALUES
MORAL VALUES
MORAL VALUES
MORALE
MORPHEMES

(EA)
(FL)
(EA)
(FL)
ow
(CO)
(EA)
(PS)
(SO)
(TM)
(EA)
(CG),
(EA)

Crm)
(cm
(FL)

MORPHOLOGY (LANGUAGES) (FL)
MORROPHONEMICS (FL)
MOTHERS (PS)
MOTHERS (RC)
MOTIVATION (00)
MOTIVATION (EA)
MOTIVATION

(ENVIROMiENT) (SO)
MOTIVATION TECHNIQUES (EA)
MOTIVATION TECHNIQUES (IR)
MOTIVATION TECHNIQUES (SO)
MOTIVATION TECHNIQUES

(TEACHING) (SP)
MOTOR VEHICLES (CE)
MOVABLE PARTITIONS (EA)
MOVEMENT EDUCATION (PS)
MOVEIENT EDUCATION (SP)
MULTI CULTURAL

EDUCATION (UD)
MULTICAMPUS COLLEGES (JC)
MULTICAWUS DISTRICTS (JC)
MULTICULTURAL

EDUCATION (FL)
MULTICULTURAL

EDUCATION (RC)
MULTICULTURAL

TEXTBOOKS (UD)
MULTIDIMENSIONAL

SCAUNG (TM)
MULTIDOMAIN ASSESSMENT

INSTRUMENTS (EC)
MULTILEVEL CLASSES

(SECOND LANGUAGE
INSTRUCTION) (FL)

MULTIUNGUAL MATERIALS (FL)
MULTILINGUAL MATERIALS (UD)
MULTILINGUALISM (FL)
MULTIPEDIA INSTRUCTION (IR)
MULTIMETHOD TECHNIQUES (TM)
MULTIPLE CHOICE TESTS (TM)
MULTIPLE DISABILITIES (EC)

MULTIPLE REGRESSION (TM)
MULTIPLE EMPLOYMENT (CE)

MULTIPLE REGRESSION
ANALYSIS (TM)
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INDEX OF APPLICABLE TERMS
(All Clearinghouses Combined)

MULTIPUCATON (SE)
MULTIPURPOSE

CLASSROOMS (EA)
MULTISENSORY LEARNING (TM)
MULTITRAIT (TM)
IBILTITRAIT MULTIAETHOD

TECHNIQUES (TR
MULTIVARIATE ANALYSIS (TM)
IASEUM EDUCATIAN (SO)
MUSEUMS (IR)
MUSEUMS (SE)
MUSEUMS (SO)
AMC (SO)
MUSIC ACTIVITIES (PS)
WISIC EDUCATION (SO)
MUSIC THERAPY (EC)

-N-

NARRATIVE TEXT (CS)
NATIONAL COMPETENCY

TESTS
NATIONAL UBRARIES
NATIONAL NORMS

11110

NATIONAL SURVEYS
NATIONAL SURVEYS
NATIONAL SURVEYS
NATIVE LANGUAGE

INSTRUCTION (FL)
NATIVE LANGUAGE

INSTRUCTION (RC)
NATIVE LANGUAGE

INSTRUCTION (UD)
NATIVE SPEAKERS (FL)
NATURAL RESOURCES (RC)

NATURAL RESOURCES (SE)
NATURAL SCIENCES (SE)
NATURE CENTERS (SE)
NAVAJO (FL)
NAVAJO (RC)
NEED ANALYSIS STUDENT

FINANCIAL AID (HE)
NEEDS (CGI
NEEDS ASSESSMENT (CE)
NEEDS ASSESSMENT (CG)
NEEDS ASSESSMENT (EA)
NEEDS ASSESSMENT (IR)

NEEDS ASSESSMENT (JC)
NEEDS ASSESSMENT (RC)
NEEDS ASSESSMENT (TM)
NEGATIVE FORMS

(LANGUAGE) (FL)
NEGUGENCE (EA)
NEGOTIATION AGREEMENTS (EA)
NEGOTIATION IMPASSES (EA)
NEIGHBORHOOD SCHOOLS (EA)
NEIGHBORHOOD SCHOOLS (UD)
NEONATES (PS)
NETWORKS (IR)

(114)
(IR)

CM)
(EA)
(JC)

(TM)

NETWOWS (RC)
NEUROUNGUISTICS (FL)
NEUROLOGICAL

IMPAIRAENTS (EC)
NEUROLOGICAL

ORGANIZATION (EC)
NELROLOGY (EC)
NEUROPSYWOLOGY (E C)

NEUROSIS (EC)
NEW JOLNINAUSM (CS)
NEWS SOURCES (CS)
NEWS MEDIA (CS)
NEWS REPORTERS (CS)
NEWS STORIES (CS)
NEWS TOPICS (CS)
NEWS WRITING (CS)
NEWSMAGAZINES (CS)
NEWSPAPERS (CS)
NINETEENTH CENTURY

LITERATURE (CS)

NOISE (SOUND) (EA)
NOISE (=IND) (SE)
NON ENGUSH SPEAKING (FL)
NON ENGUSH SPEAKING (RC)
NONCATEGORICAL SPECIAL

EDUCATION (EC)
NONCOLLEGE BOUND

STUDENTS (CE)
NONCOLLEGE BOUND

STUDENTS (00)
NONCREDIT COURSES (CE)
NONCREDIT COURSES (JC)
NONDIRECTIVE

COUNSEUNG (CG)
NONDISCRINNATORY

EDUCATION (UD)
NONFICTION (CS)
NONFORMAL EDUCATION (CE)
NONFCNIMAL EDUCATION (RC)
NONFORMAL EDUCATION (SE)
NONNATIVE SPEAKERS (FL)
NONPARAMETRIC

STATISTICS (TM)
NONPRINT MEDIA (CS)
NONPRINT MEDIA (IR)
NONP ROFESSIONAL

PE RSON N EL (CE)
NONPROFESSIONAL

PE RSON N EL (PS)
NONSCHOOL EDUCATIONAL

PROGRAMS (SP)
NONSIANDARD DIALECTS (FL)
NONSTANDARD DIALECTS (uD)
NONTRADMONAL

ED UCATION (CE)
NONTRADMONAL

ED UCATION (EA)
NONTRADMONAL

ED UCATION (HE)
NONTRADITIONAL

ED U CATION (RC)

NONTRADITIMAL
EDUCATION

NONTRADMONAL
(Se)

EDUCATION (UD)

NONTRADITIONAL
OCCUPATIONS (CE)

NONTRADMONAL
OCCUPAIXINS (CG)

NONTRWITIONAL
OCCUPATIONS (JC)

NONTRADMONAL
STUDENTS (CE)

NONTRADMONAL
STUDENTS (CG)

NMITRADMONAL
STUDENTS (HE)

NaiTRADMONAL
STUDENTS (JC)

NONTRADMONAL
STUDENTS (UD)

NONVERBAL ABIUTY (TM)
NONVERBAL

COMMNICATION (CS)
NONVERBAL

COMMUNICATION (FL)
NONVERBAL

COMMUNICATION (SP)
NONVERBAL TESTS (TM)
NON-WESTERN

CIVILIZATION (SO)

NORM (TM)
NORM REFERENCED TESTS (TM)
NOMALLZATION

(HANDICAPPED) (EC)
NORMS (TM
NORTH AMERICAN CULTURE (FL)
NORTH AMMAN ENGUSH (FL)
NORTH AMERICAN

UTERATURE (CS)
NORTH AMERICANS (FL)
NOTETAKING (CS)
NOTIONAL FUNCTIONAL

SYLLABI (FL)
NOUNS (FL)

NOVELS (CS)
NUCLEAR ENERGY (SE)
NUCLEAR FAMILY (CG)
NUCLEAR PHYSICS (SE)
NUCLEAR POWER PLANT

TECHNICIANS (CE)
NUCLEAR POWER PLANT

TECHNOLOGY (SE)
NUCLEAR POWER PLANTS (SE)
NUCLEAR TECHNICIANS (SE)
NUCLEAR WARFARE (SE)
NUCLEIC ACIDS (SE)
NUMBE R CONCEPTS (PS)
NUMBER CONCEPTS (SE)
NUMBER SYSTEMS (SE)
NUMBERS (SE)
NUMERIC DATABASES (IR)
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INDEX OF APPLICABLE TERMS
(Alt Clearinghouses Combined)

PARALLEUSM (UTERARY) (CS) PARENT SCHOOL PEACE (SO)
PARAPRWESSIONAL RELATIMISHIP (RC) PEER ACCEPTANCE (CCI)

PERSONMEL (CE) PARENT STUDENT PEER ACCEPTANCE (PS)
PARAPROFESSIONAL RELATIONSHIP (RC) PEER COUNSELM (CO)

PERSOWEL (IR) PARENT TEACHER PEER EVALUATION (CG)
PARAPROFESSIONAL CONFERENCES (PS) PEER EVALUATION (EA)

PERSONNEL PARENT TEACIER PEER EVALUATION (HE)
COWETENCIES (EC) COOPERATION (EC) PEER EVALUATION (TM)

PARAPROFESSIONAL PARENT TEACHER PEER GROUPS (0a)
SCHOCC. PERSONNEL :PS) COOPERATION (PS) PEER GROUPS (PS)

PARAPROFESSIONAL PARENT TEACHER PEER INFLUENCE (CO)
SCHOOL PERSONNEL (SP) COOPERATION (RC) PEER RELATIONSHIP (03)

PARENT AS A TEACHER (PS) PARENT TEACIER PEER RELATIONSHIP (EC)
PARENT ASPIRATION (CG) COOPERATIM (SP) PEER TEACHING (PS)
PARENT ASSOCIATIONS (EC) PARENTHOOD EDUCATION (CE) PEER TEACHING (SP)
PARENT ATTITUDES (CE) PARENTHOOD EDUCATION (PS) PERCENTAGE (SE)
PARENT ATTITUDES (EA) PARENTING SKILLS (PS) PERCEPTION (PS)
PARENT ATTITUDES (EC) PAFENTING STUDENTS (UD) PERCEPTION

PARENT ATTITUDES (PS) PARENTS (CE) (PSYCHOLOGY) (SO)
PARENT ATTITUDES (RC) PARENTS (PS) PERCEPTION TESTS (1-M)

PARENT ATTITUDES (SO) PARKING FACIUTT ES (EA) PERCEPTUAL
PARENT ATTITUDES (UD) PARKS (EA) DEVELOPAENT (SO)
PARENT CHILD PARKS (SP) PERCEPTUAL

RELATIONSHIP (CG) PAROCHIAL SCHOOLS (EA) DEVELOPIENT (TM)

PARENT CHILD PARSING (FL) PERCEPTUAL HAND'. os (EC)

RELATKINSHIP (EC) PART Tlie EMPLOYMENT (CE) PEFCEPTUAL MOTT-

PARENT CHILD PART TIME FACULTY (HE) COORDINATION (PS)
RELATIONSHIP (PS) PART TV& FACULTY (JC) PERCEPTUAL MOTOR

PARENT CHILD PART TIME STUDENTS (CE) COORDINATION (S0)
RELATIONSHIP (RC) PART TIME STUDENTS (HE) PERFORMANCE BASED

PARENT COUNSELING (CG) PART TIM STUDENTS (JC) TEACHER EDUCATION (SP)

PARENT EDUCATION (CE) PARTIAL HEARING (EC) PERFOIWIANCE

PARENT EDUCATION (EC) PARTIAL VISION (EC) CONTRACTS (EA)
PARENT EDUCATION (PS) PARTICIPANT PERFORMANCE FACTORS (IR)

PARENT EDUCATION (RC) CHARACTERISTICS (CE) PERFORMANCE FACTORS (RC)
PARENT FINANCIAL PARTICIPANT PERFORMANCE FACTORS (TM)

CONTRIBUTION (HE) SATISFACTION (CE) PERFORMANCE TESTS (TM)
PARENT INFLUENCE (CG) PARTICIPANT PERINATAL INFLUENCES (EC)

PARENT INFLUENCE (PS) SATISFACTION (RC) PERINATAL INFLUENCES (PS)
PARENT MATERIALS (PS) PARTICIPATION (CE) PERMANENCY PLANNING (EC)

PARENT PARTICIPATION (CE) PARTICIPATIVE DECISION PERSIAN (FL)

PARENT PARTICIPATION (EA) MAKING (C E) PERSONAL
PARENT PARTICIPATION (PS) PARTICIPATIVE DECISION COMMUNICATORS (EC)

PARENT PARTICIPATION (RC) MAKING (CS) PERSONAL NARRATIVES (CS)

PARENT PARTICIPATION (UD) PARTICIPATIVE DECISION PERSONAL NARRATIVES (RC)

PARENT RESOURCES (PS) MAKING (EA) PERSONAUTY (SO)

PARENT RESPONSIBILITY (CC) PARTICIPATIVE DECISION PERSONAUTY ASSESSMENT (CG)
PARENT RESPONSIBILITY (EA) MAKING (HE) PERSONALITY ASSESSMENT (TM)

PARENT RESPONSIBILITY (PS) PARTICIPATIVE DECISION PERSONALITY CHANGE (CC)

PARENT ROLE (CG) MAKING (RC) PERSONALITY

PARENT ROLE (PS) PARTICIPATIVE DECISION DEVELOPMENT (CG)

PARENT ROLE (RC) MAKING (SP) PERSONALITY

PARENT SCHOOL PARTICIPATORY RESEARCH (CE) DEVELOPI4EN (PS)

COOPERATION (PS) PASHTO (FL) PERSONALITY

PARENT SCHOOL PASS FAIL GRADING (TM) DEVELOPPAENT (SO)

RELATIONSHIP (EA) PATH ANALYSIS (TM) PERSONALITY AEASURES (TM)

PARENT SCHOOL PATIENT EDUCATION (CE) PERSONAUTY PROBLEMS (CC)

RELATIONSHIP (EC) PATTERN DRILLS PERSONALITY TRAITS (CG)

PARENT SCHOOL (LANGUAGE) (FL) PERSONNEL EVALUATION (CE)

RELATIONSHIP (PS) PATTERN RECOGNITION (TM) PERSONNEL EVALUATION (TM)

PAYING FOR COLLEGE (HE) PERSONNEL MANAGEMENT (EA)
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PERSONNEL POUCY (CE) PLANT GROWD4 (SE) POPULATKIN TRENDS (RC)
PERSOWEL POLICY (EA) PLANT DENTIRCATION (RC) POPULATION MENDS (SO)
PERSONNEL SELECTION (CE) PLANT IDENTIFICATION (Se POPULATION TRENDS (LID)
PERSONNEL SELECTION (CG) PLANT PAIN:X.00Y (SE) PORTUCKIESE (FL)
PERSONNEL SELECTION (EA) PLANT PROPOGATION (SE) POSITIONN413 (PATIENTS) (FC)
PERSOIOIEL SELECTION (TM) PLATE TECTONICS (SE) POSITIW I:ENFORCEMENT (PS)
PERSLLASNE DISCOURSE (CS) PLAY (PS) POSITIVISM (EA)
PERSUASIVE DISCOURSE (FL) PLAY (SP) POSTDOCTOR4L
PESTICIDES (RC) PLAY THERAPY (EC) EDUCATION (SP)
PESTICIDES (SE) PLAYGROUNDS (SP) POSTSECONDARY
PESTS (SE) PLAYWRITING (CS) EDUCATION (CE)
PETROLEUM (SE) PLURALS (FL) POSTSECONDARY
PHARMACEUTICAL PNEUMATIC FORMS (EA) EDUCATION (HE)

EDUCATION (HE) POETRY (CS) POSTSECONDARY
PHILOSOPHY (SO) POETRY (RC) EDUCATION (JC)
PHONEME VXK POETS (CS) POSTSECONDARY

CORRESPONDENCE (FL) pasoNs (SE) EDUCATION (RC)
PHONEW VXK POLICE (CE) POSTSECONDARY

CORRESPONDENCE (TM) POUCE COMMUNITY EDUCATION (SE)
PHONEMES (FL) RELATIONSHIP (CE) POSTTESTS (TM)
PHONEMIC ALPHABETS (FL) POUGE EDUCATION (CE) POTENTIAL DROPOUTS (EA)
PHONEMICS (FL) POLICE SCHOOL POTENTIAL DROPOUTS (UD)
PHONETIC ANALYSIS (FL) RELATIONSHIP (EA) POTENTIOMETEM
PHONETIC TRANSCRIPTION (FL) POLICY (IR) (INSTRUMENTS) (SE)
PHONETICS (FL) PCXJCY ANALYSIS (EA) POVERTY (RC)
PHONICS (FL) POLICY FORMATION (CE) POVERTY (UD)
PHONOLOGY (FL) POLICY FORMATION (EA) POVERTY AREAS (UD)
PHOTOGRAPHIC EQUIPMENT (IR) POLICY FORMATION (HE) POVERTY PROGRAMS (UD)
PHOTOGRAPHS (IR) POLICY FORMATION (IR) POWER STRUCTURE (EA)
PHOTOGRAPHY (IR) POLICY FORMATION (RC) POWER STRUCTURE (RC)
PHOTOJOURNALISM (CS) POLICY FORMATION (SE) POWER STRUCTURE (SO)
PHRASE STRUCTURE (FL) POLICY IMPUCATIONS (UD) POWER TECHNOLOGY (SE)
PHYSICAL DEVELOPMENT (PS) POLISH (FL) PRACTICAL MATHEMATICS (SE)
PHYSICAL DEVELOPNENT (SP) POLITICAL AFFILIATION (SO) PRACTICAL NURSING (CE)
PHYSICAL EDUCATION (PS) POLITICAL ATTITUDES (RC) PRACTICUM SUPERVISION (CG)
PHYSICAL EDUCATION (SP) POLITICAL COMMUNICATION (CS) PRACTICUMS (SP)
PHYSICAL EDUCATION POLITICAL INFLUENCES (EA) PRAGMATICS (FL)

TEACHERS (SP) POLITICAL INFLUENCES (RC) PRECISION TEACHING (EC)
PHYSICAL ENVIRONMENT (EA) POLITICAL INFLUENCES (SO) PREDICTION (EA)
PHYSICAL ENVIRONMENT (SE) POLITICAL ISSUES (RC) PREDICTION (TM)
PHYSICAL FITNESS (SP) POLITICAL ISSUES (SO) PREDICTIVE (TM)
PHYSICAL MOBILITY (EC) POLITICAL POLICY (EA) PREDICTIVE MEASUREMENT (IR)
PHYSICAL SCIENCES (SE) POLITICAL POWER (RC) PREDICTIVE MEASUREMENT (TM)
PHYSICAL THERAPISTS (E C ) POLITICAL POWER (SO) PREDICTIVE VALIDITY (TM)
PHYSICAL THERAPY (CE) POLITICAL RHETORIC (CS) PREDICTOR (TM)
PHYSICAL THERAPY (EC) POLITICAL SCIENCE (SO) PREDICTOR VARIABLES (IR)
PHYSICIANS (RC) POLITICAL SOCIALIZATION (SO) PREDICTOR VARIABLES (RC)
PHYSICS (SE) POLITICS OF EDUCATION (EA) PREDICTOR VARIABLES (TM)
PHYSIOLOGY (SE) POLITICS OF EDUCATION (RC) PREFABRICATION (EA)
PIAGETIAN THEORY (PS) POLITICS OF EDUCATION (UD) PREFERENCE PATTERNS (EC)
PIAGETIAN THEORY (SE) POLLUTION (SE) PREFIXES (GRAMMAR) (FL)
PIAGETIAN THEORY CrM) POLLUTION (SO) PREGNANCY (PS)
PICTORIAL STIMULI (PS) POLYMERS (SE) PREGNANCY (SP)
PICTURE BOOKS (CS) POPULATION DISTRIBUTION (RC) PREGNANCY (UD)
PIDGINS (FL) POPULATION EDUCATION (SE) PREGNANT STUDENTS (CG)
PLACE OF RESIDENCE (RC) POPULATION EDUCATION PREGNANT STUDENTS (EA)
PLACE VALUE (SE) (SOCIAL STUDIES) (SO) PRENATAL INFLUENCES (EC)
PLACEMENT (CG) POPULATION GROWrr4 (RC) PRENATAL. INFLUENCES (PS)
PLAGARISM (CS) POPULATION GROWTH (SE) PREPOSITIONS (FL)
PLANF GEOMETRY (SE) POPULATION GROWTH (SO) PREREADING EXPERIENCE (CS)
PLANNING (RC) POPULATION TRENDS (EA) PREREADING EXPERIENCE (PS)
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PREREFERRAL PRIVATE SCHOOLS (EA) PROGRAM ADONISTRATION (CE)
ASSESSMENT (EC) PRIVATE SCHOOLS (RC) PROWIAM ADMISTRATION (EA)

PREREFERRAL PRIVATE SECTOR (EA) PROGRAM ADMISTRATION (RC)
CONSULTAIION (EC) PROBABLITY (SE) PROGRAM ATTITUDES (RC)

PREREFERRAL PROBABLITY PROGRAM =METING (EA)
INTERVENTION (EC) PROBLEM CHILDREN (CG) PROGRAM

PRERETIREMENT PROBLEM SETS (TM) CHARACTERISTICS (HE)
EDUCATION (CE) PROBLEM SOLVING (EA) PROGRAM CONTENT (CE)

PRESCHOOL CHILDREN (PS) PROBLEM SOLVING (IR) PROCRAM CONIDIT (PE)
PRESCHOOL CHILDREN (RC) PROBLEM SOLVING (RC) PROGRAM CONTENT (RC)
PRESCHOOL CURRICULUM (PS) PROBLEM SOLVING (SE) PROGRAM COSTS (EA)

PROSCHOOL EDUCATION (PS) PROBLEM SOLVVIG (SO) PROCRAM COSTS (JC)
PRESCHOOL EDUCATION (RC) PROBLEMS (MATHEMATICS) (SE) PROGRAM DESCRIPMNS (JC)
PRESCHOOL EVALUATION (PS) PROBLEMS (RC) PROGRAM DESCRIPTIONS (PS)

PRESCHOOL EVALUATION (TM) PROCESS EDUCATION (SE) PFCGRAM DOSCRPTINS (RC)

PRESCHOOL TEACHERS (PS) PRODUCTION TECHNIQUES (IR) PROGRAM DESCMPTIONS (SE)

PRESCHOOL TESTS (PS) PRODUCTIVITY (OE) PROGRAM DESCRIPTIONS (SP)

PRESCHOOL TESTS (TM) PRODUCTIVITY PROGRAM DESIGN (PS)

PRESERVATION (IR) PROFESSIONAL PROGRAM DESIGN (RC)
PRESERVICE TEACHER AUTONOMY (EA) PROGRAM DEVELOPMENT (CE)

EDUCATION (RC) PROFESSIONAL PROGRAM DEVELOPMENT (EA)
PRESERVICE TEACHER ASSOCIATIONS (RC) PROGRAM DEVELOPMENT (HE)

EDUCATION (SE) PROFESSIONAL AUTONOMY (SP) PROGRAM D EVELOPMENT (I R)

PRESERVICE TEACHER PROFESSIONAL PROGRAM DEVELOPMENT (.1C)

EDUCATION (SP) OXITINUING PROGRAM DEVELOPMENT (PS)
PRESS OPINION (CS) EDUCATION (CE) PROGRAM DEVELOPMENT (RC)
PRESS RESPONSIBIUTY (CS) PROFESSIONAL PROGRAM DEVELOPMENT (SP)
PRESS ROLE (CS) CONTINUING PROGRAM EFFECTIVENESS (CE)
PRESSURE (PHYSICS) (SE) EDUCATION (HE) PROGRAM EFFECTIVENESS (EA)
PRESTRESSED CONCRETE (EA) PROFESSIONAL PROGRAM EFFECTIVENESS (EC)
PRETEND PLAY (PS) CONTINUING PROGRAM EFFECTIVENESS (IR)

PRETESTING (TM) EDUCATION (IR) PROGRAM EFFECTIVENESS (JC)
PRETESTS (TM) PRCEESSIONAL PROGRAM EFFECTIVENESS (PS)
PRETESTS POSTTESTS (TM) CONTINUING PROGRAM EFFECTIVENESS (RC)
PREVENTION (CG) EDUCATION (SP) PROGRAM EFFECTIVENESS (SP)
PREVENTION (EA) PROFESSIONAL PROGRAM EVALUATION (CE)
PREVENIION (EC) DEVELOPMENT (CE) PROGRAM EVALUATION (EA)
PREVENTION (RC) PROFESSIONAL PROGRAM EVALUATION (E0)
PREVENTION (SP) DEVELOP ME NT (EA) PROGRAM EVALUATION (HE)
PREVENTIVE MAINTENANCE (EA) P ROFESSIONAL PROGRAM EVALUATION (IR)
PREVC CATIONAL DEVELOP ME NT (IR) PROGRAM EVALUATION (PS)

EDUCATION (CE) PROFESSIONAL PROGRAM EVALUATION (RC)
PREVOCATIONAL DEVELOP ME NT (RC) PROGRAM EVALUATION (TM)

EDUCATION (EC) PROF ESSIONAL PROGRAM GUIDES (EA)
PREWRITING (CS) DEVELOP MENT (SP) PROGRAM
PREWRITING (FL) PROFESSIONAL EDUCATION (HE) IMPLEMENTATION (CE)
PRIMARY EDUCATION (PS) PROFESSIONAL EDUCATION (RC) PROGRAM
PRIMARY SOURCES (IR) PROFESSIONAL PERSONNEL (CE) IMPLEMENTATION (HE)
PRIME NUMBERS (SE) PROFESSIONAL PERSONNEL (EA) PROGRAM
PRINCIPALS (EA) PROFESSIONAL PERSONNEL (IR) IMPLEMENTATION (IR)

PRINCIPALS (RC) PROFESSIONAL PROGRAM
PRIOR LEARNING (IR) RECOGNITION (RC) IN"LEMENTATION (JC)
PR IORITI ES (EA) PROF ESSIONAL PROGRAM
PRISON UBRARIES (IR) RECOGNmoN (SP) IMPLEMENTATION (PS)
PRISONERS (CG) PROFESSIONAL TRAINING (CE) PROGRAM
PRIVACY (IR) PROFESSIONAL TRAINING (IR) IMPLEMENTATION (RC)
PRIVATE COLLEGES (HE) PROF ESSIONAUSM (EA) PROGRAM
PRIVATE COLLEGES (JC) PROFICIENCY TESTS (TM) IMPLEMENTATION (TM)
PRIVATE FINANCIAL PROFILES (AC) PROGRAM IMPROVEMENT (CE)

SUPPORT (EA) PROFILES (1-M) PROGRAM IMPROVEMENT (EA)
PRIVATE SCHOOL AID (EA) PROGNOSTIC TESTS (TM) PROGRAM IMPROVEMENT (RC)
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PROGRAM IIOROVEMENT (TM)
PROGRAM PLANNING (SP)
PROGRAM QUALITY

INDICATORS (EC)
PROGRAM VALIDATION (TM)
PROGRAMED W4STRUCTION (IR)
PROGRAMED WISTTILICTION (JC)
PROGRAMED INSTRUCTIONAL

MATERIALS (IR)
PROGRAMED TUTORING OR)
PROGRAMING (IR)
PROGRAMING (BROADCAST) (CS)
PROGRA/ANG (BROADCAST) (IR)
PROGRAMING LANGUAGES OR)
PROJECT FOU-OIN THROUGIAPS)
PROJECT HEAD START (PS)
PROJECTION EQUIPMENT (IR)
PKVECTIVE MEASURES (TM)
PROMOTION

(OCCUPATICNAL) (CE)
PROLVTING (IR)
PROAVTING (IV
PFX3NOUNS (FL)
PRONUNCIATION (FL)
PRONUNCIATION

INSTRUCTION (FL)
PROOFREADING (CS)
PROPAGANDA (CS)
PROPERTY ACCOUNTING (EA)
PROPERTY APPRAISAL (EA)
PROPERTY TAXES (EA)
PROPRIETARY SCHOOLS (CE)
PROPRIETARY SCHOOLS (EA)
PROSE (CS)
PROSOCIAL BEHAVIOR (CG)
PROSINESES (EC)
PRaTOCOL ANALYSIS (TM)
PROTOCCC MATERIALS (SP)
PSYCHIATRY (CG)
PSYCHOLINGUISTICS (FL)
PSYCHOLOGICAL

CHARACTERISTICS (CG)
PSYC HOLOGI CAL

CHARACTERISTICS (SO)
PSYCHOLOGICAL

CHARACTE RISTI CS (TM)
PSYCHOLOGICAL

EVALUATION (CC)
PSYCHOLOGICAL NEEDS (CE)
PSYCHOLCGICAL NEEDS (OG)
PSYCHOLOGICAL

PATTERNS (CC)
PSYCHOLOGICAL SERVICES (CC)
PSYCHOLOGICAL STUDIES (CC)
PSYCHOLOGICAL TESTING (TM)
PSYCKLOGY (AS A

SOCIAL SCIENCE) (SO)
PSYCHOLOGY OF

LEARNING (SO)
PSYCHOMETRICS (TM)
PSYCH3MOTOR SKILLS (PS)

PSYCHOMOTOR SKILLS
PSYCHOMOTOR SKILLS
PSYCHOThERAPY
PUBLIC AFFAIRS

EDUCATION
PUBLIC AFFAIRS

EDUCATION
PUBLIC COLLEGES
PUBLIC COMMUNICATION
PUBUC EDUCATION
PUBLIC FACIUTIES
PUBLIC MALIN
PUBLIC HEALTH
PUBLIC HOUSING
PUBLIC LIBRARIES
PUBLIC OFFICIALS
PUBLIC OPINION
PUBUC OPINION
PUBLIC POLICY
PURIC POLICY
PUBLIC POLICY
PUBLIC RELATIONS
PUBLIC RELATIONS
PUBLIC RELATIONS
PUBLIC RELATIONS
PUBLIC SCHOOL ADULT

EDUCATION
PUBLIC SCHOOLS
PUBLIC SCHOOLS
PUBLIC SECTOR
PUBLIC SPEAKING
PUBLIC TELEVISION
PUBLIC TELEVISION
PUBLISHING INDUSTRY
PUERID RICAN CULTURE
PUERTO RICANS
PUERTO RICANS
PUERTO RICANS
PUNCTUATION
PUPIL PERSONNEL

SERVICES
PUPIL PERSONNEL

WORKERS
PURCHASING
PURPOSE (COMPOSITION)
PYRAMID ORGANIZATION

-Q-
0 METHODOLOGY
QUALIFICATIONS
QUALITATIVE
QUALITATIVE RESEARCH
QUALITY CIRCLES
QUALITY CIRCLES
QUALITY CONTROL
QUALITY CONTROL
QUALITY OF UFE
QUALITY OF LIFE

(BP)

(TM)
(CG)

(CE)

(SO
(HE)
(CS)
(RC)
(EA)
(SP)
(UD)
(UD)
(IR)

(EA)
(EA)
(Re)
(EA)
(PS)

(RC)
(CS)

(EA)
(IR)

(RC)

(CE)
(PS)
(RC)

(EA)
(CS)
(CS)
(IR)
(IR)

(UD)
(FL)

(RC)
(UD)
(FL)

(CC)

(CG)

(EA)
(CS)
(EA)

(TM)

(TM)
(TM)
(TM)
(CE)

(TM)
(CE)

(EA)
(CE)
(CC)

QUALITY OF LIFE (SO)
QUALITY OF WORKING

LIFE (CE)
QUALITY OF WORKING

LFE (EA)
QUANTUM faCHAN/CS (SE)
QUARTER SYSTEM (EA)
QUASIEXPERMENTAL (TM)
QUEC HUA (R.,)
QUESIXINI NG (TM)
QUESTIONING TECHNIQUES (IR)
QUESTIONING TECHNIQUES (TM)
QUESTIONNAIRES (TM)

-R-

RACE RELATIONS
RACIAL ATTITUDES
RACIAL ATTITUDES
RACIAL ATTITUDES
RACIAL ATTITUDES
RACIAL BALANCE
FACIAL BIAS
RACIAL BIAS
RACIAL DIFFERENCES
RACIAL DIFFERENCES
RACIAL DIFFERENCES
RACIAL DIFFERENCES
RACIAL DIFFERENCES
RACIAL DISCRIMINATION
RACIAL DISCRIMINATION
RACIAL DISCRIIINNATION
RACIAL FACTORS
RACIAL FACTORS
RACIAL IDENTIFICATION
RACIAL INTEGRATION
RACIAL RELATIONS
RACIAL VIOLENCE
RACIALLY BALANCED

SCHOOLS
RADAR
RADIATION
RADIATION BIOLOGY
RADIATION EFI-ECTS
RADIO
RADIO
RADKXSOTOPES
RAPE
RATING SCALES
RATIONAL EMOTIVE

THERAPY
RATIONAL NUMBERS
RADOS (MATHEMATICS)
RAW SCORES
REACTM TIME
READABILITY
READABIUTY
READABILITY FORMULAS

(SO)
(CC)

(PS)
(SO)
(L/D)
(UD)
(TM)
(UD)
(CC)
(RS)
(RC)
(SO)
(UD)
(CG)
(SO)
(UD)
(SO)
(LID)
(UD)
(UD)
(UD)
(UD)

(UD)
(SE)
(SE)
(SE)
(SE)
(CS)
(IR)

(SE)
(CG)
(TM)

(CG)
(SE)
(SE)
(TM)

(I R)
(CS)

(TM)
(CS)
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READABIUTY FORMULAS (TM) READING TEACHERS (CS) REINFORCEMENT

READER RESPONSE (CS) READPIG TESTS (OS) (XSADVANTAGED) (UD)

READER MT READING TESTS (Ft-) REINFORCEMENT R)

RELATIONSHIP (CS) READING TESTS (TM) REINFORCEMENT (SP)

READERS THEATER (CS) READING WRUNG REMFORCEMENT

READINESS (PS) FELATIONSHIP (CS) (PSYCHOLOGY) (SO)

READING (CS) RECALL (PSYCHOLOGY) (CG) REJECTION (PSYCK/LOGY) (CG)

READING (FL) FECALL (PSYCHOLOGY) (CS) RELATIVITY (SE)

READING ABILITY (CS) RECALL (PSYCHOLOGY) (IR) RELAXATION TRANING (CG)

READING ABILITY (PS) RECAU. (PSYCHOLOGY) (PS) FELEVANCE (EDUCATION) (SO)

READING ACHIEVEMENT (CS) RECEPTIVE LANGUAGE (FL) RELEVANCE (EDUCATION) (SP)

READING ACHIEVE&ENT (FL) RECIDIVISM (CG) FELEVANCE (EDUCATION) (UD)

READING ACHIEVENENT (PS) FECIPROCAL TEACHING (EC) RELEVANCE (INFORMATION

WADING ACHIEVEMENT crm) RECIPROCALS FETFWVAL) (IR)

READING ALOUD (MATHEMATICS) (SE) RELEVANCE EDUCATION (RC)

TO OTHERS (CS) RECOGNITION RELIABILITY (IR)

READING ASSIGNWNTS (CS) (ACHIEVEMENT) (EA) RELIABILITY (TM)

READING ATTITUDES (CS) RECOGNITKIN RELIGION (EA)

READ*10 BEHAVIOR (CS) (PSYCHOLOGY) (CG) RELIGIOUS CULTURAL

READING CENTERS (CS) RECOGNITION GIVIUPS (UD)

READING COMPREHENSION (CS) (PSYCHOLOGY) (CS) RELIGIOUS EDUCATION (SO)

READING COMPREAENSION (FL) RECORDKEEPING (EA) RELIGIOUS FACTORS (EA)

READING CONSULTANTS (CS) RECORDS (FCRMS) (EA) RELOCATABLE FACILITIES (EA)

READING DIAGNOSIS (CS) RECORDS MANAGEMENT (EA) RELOCATIC.1 (RC)

RAIDING DIFRCULTIES (CS) RECORDS MANAGEMENT OR) REMARRIAGE (CG)

READING DIFFICULTIES (EC) RECREATION (SP) REIEDIAL EDUCATION (JC)

READING DIFFICULTIES (FL) RECREATIONAL ACTIVITIES (RC) REMEDIAL PISTRUCTION (CE)

READING FAILURE (CS) RECREATIONAL FACILITIES REMEDIAL INSTRUCTION (EC)

READING FLUENCY (CS) RECMATIONAL READING (CS) REMEDIAL INSTRUCTION (IR)

READING GAMES (CS) RECRUITI&-NT (CE) REMEDIAL INSTRUCTION (UD)

READING HABITS (CS) RECRUMENT (RC) REMEDIAL MATHEMATICS (SE)

READING IMPIWVEMENT (CS) RECYCLING (EA) REMEDIAL MATHEMATICS (UD)

READING IMPROVEMENT (FL) REDUCTION IN FORCE (EA) REMEDIAL PROGRAW (EC)

READING INSTRUCTION (OE) REENTRY STUDENTS (CE) REMEDIAL PROGRAMS (JC)

READING INSTRUCTION (CS) REENTRY STUDENTS (JC) REMEDIAL PROGRAMS (PS)

READING INSTRUCTION (FL) REENTRY WORKERS (CE) REkEDIAL PROGRAMS (UD)

READING INSTRUCTION (UD) REENTRY WORKERS (EA) REMEDLAL READING (CS)

READING INTERESTS (CS) REFERENCE MATERIALS (IR) REMEDIAL READING (EC)

READING MATERIAL REFERENCE MATERIALS (RC) REMEDIAL READING (UD)

SELECTION (CS) REFERENCE SERVICES (IR) REWDIAL TEACHERS (EC)

READING MATERIAL REFERRAL (I R) RaEDIAL TEACHERS (UD)

SELECTION (FL) REFLECTIVE THINKING (EA) REPEATED READINGS (CS)

READING MATERIALS (CS) REFUGEE EDUCATION (UD) REPORT CARDS (PS)

READING MATERIALS (FL) R EFUGEES (UD) REPORT CARDS (TM)

READING MOTIVATION (CS) RE GI ONAL REPRODUCTION (BIOLOGY) (SE)

READING PROCESSES (CS) CHARACTE RiSTICS (RC) REPROGRAPHY (I R)

READING PROCESSES (FL) REGONAL DIALECTS ( F REQUESTS (FL)

READING PROGRAMS (CS) REGIONAL LIBRARIES (IR) RESEARCH (SE)

READ I N G PROGRAMS ( I R REGIONAL PLANNING (EA) RESEARCH (SO)

READING RATE (CS) REGIONAL PROGRAMS (RC) RESEARCH (TM)
READING RATE (TM) REGRESSION (STATISTICS) (TM) RESEARCH

READING READINESS (CS) REGRESSION ANALYSIS (TM) ADMINISTRATION (TM)

READING READINESS TESTS (CS) REGULAR AND SPECIAL RESEARCH AND

READING RESEARCH (CS) ED UCATION DEVELOP ME NT (EA)

READING RESEARCH (FL) RELATIONSHIP (EC) RESEARCH AND

READING SKILLS (CS) REGULAR CLASO DEVELOPMENT (HE)

READING SKILLS (FL) PLACEMENT (PS) RESEARCH AND

READING SPEAKING REHABIUTATION (EC) DEVELOPNENT (TM)

RELATIONSHIP (CS) RE HABILITATION RESEARCH AND

READING STRATEGIES (CS) COUNSEUNG (00) DEVELOPMENT CENTERS (EA)

READING STRATEGIES (FL)
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MSEARCH AND
DEVELOPMENT CENTERS (SP)

RESEARCH ASS/STANTS (TM)

RESEARCH COORDINATING
UNITS (CE)

RESEARCH DESIGN (EA)

RESEARCH DESIGN (TM
RESEARCH MANAGEMENT (EA)

RESEARCH METHCOOLOGY (EA)
RESEARCH laTHCOOLOGY (HE)
RESEARCH 14ETHODOLOGY (JC)
RESEARCH NETKOOLOGY (SO)
RESEARCH METHOCOLOGY (TM)
RESEARCH NEEDS (EA)

RESEARCH NEEDS (IR)

RESEAFK*4 NEEDS (TM)
RESEARCH PAPERS

(STUDENTS) (CS)

RESEARCH PROBLEMS (EA)

RESEARCH PRCGLEMS (RC)

RESEARCH PROBLEMS (TM)

RESEARCH PRO.ECTS (TM)

RESEARCH PROPOSALS (TM)

RESEARCH REPORTS (TM
RESEARCH REVIEW

UFIU CATIONS) (SO)

RESEARCH SKILLS (TM)
RESEARCH TOOLS (T144)

RESEARCH TRENDS (EA)
RESEARCH UNIVERSITIES (HE)
RESEARCH UTIUZATION (EA)

RESEARCH UTILIZATION (HE)

RESEARCH UTILIZATION (IR)
RESEARCH UTILIZATION (TM)

RESEARC HERS (TM)
RESERVATION AMERICAN

INDIANS (RC)
RESIDENT ASSISTANTS (CG)
RESIDENT CAMP

PROGRAMS (RC)
RESIDENTIAL CARE (EC)
RESIDENTIAL INSTITUTIONS (UD)
RESIDENTIAL PATTERNS (RC)
RESIDENTIAL PROGRAMS (CE)
RESIDENTIAL PROGRAMS (EC)
RESOURCE ALLOCATION (EA)
RESOURCE ALLOCATION (HE)
RESOURCE ALLOCATION (RC)
RESOURCE CENTERS (CE)
RESOURCE CENTERS (I R)

RESOURCE MAT ERIALS (IR)
RESOURCE MATERIALS (RC)
RESOURCE ROOM

PROGRAMS (EC)
RESOURCE TEACHERS (EC)
RESPIRATORY DISABLED

CHILDREN (EC)
RESPITE CARE (EC)
RESPONSE RATES

(QUESTIONNAIRES) (TM)
RESPONSE STYLE (TESTS) (TM)

RESPONSE TO UTERATURE (CS)
RESPONSES (TM)
RESUMES (PERSONAL) (CE)

RETAILING (CE)

RETENTION (PSYCHMOGY) (CG)
RETENTION (PSYCHOLOGY) (CS)
RETIREMENT (OP
RETIREI4ENT (CO)

RETIRE/KW (EA)
RETIREMENT BENEFITS (OE)
RETIREMENT BENEFITS (EA)
RETRAIN ING (CE)
RETRAINING (JC)
RETRENCHMENT (EA)
RETRENCHMENT (RC)
REVENUE SHARING (EA)
REVERSE DISCRIMINATION (UD)
REVIEW (REEXAMINATION) (TM)
REVISION (WRITTEN

COMPOSITION) (IR)
REVISION (WRITTEN

COMPOSITION) (CS)
REVISION (WRITTEN

COMPOSITION) (FL)
REWARDS (EA)
RH FACTORS (SE)
RHETORIC (CS)
RHETORIC (FL)
RHETORICAL C RITIC ISM (CS)
RHETORICAL DEVICES (CS)
RHETORICAL

EFFECTIVENESS (CS)
RHETORICAL INVENTION (0S)
RHETORICAL STRATEGIES (OS)
RHETORICAL THEORY (CS)
RISK MANAGE PENT (EA)
RNA (SE)
ROBOTICS (OE)
ROBOTICS (IR)
ROBOTICS (SE)
ROBOTS (SE)
ROLE CONFUCT (C E)
ROLE CONFLICT (CO)
ROLE CONFLICT (EA)
ROLE CONFUCT (RC)
ROLE CONFUCT (SO)
ROLE MODELS (RC)
ROLE MODELS (SE)
ROLE OF EDUCATION (EA)
ROLE OF EDUCATION (JC)
ROLE OF EDUCATION (RC)
ROLE PERCEPTION (CE)
ROLE PERCEPTION (0G)
ROLE PERCEPTION (EA)
ROLE PERCEPTION (HE)
ROLE PERCEPTION (RC)
ROLE PERCEPTION (SO)
ROLE PERCEPTION (SP)
ROLE PLAYING (0G)
ROLE PLAYING (I R)

ROLE PLAYING (PS)

ROLE THEORY
ROLE THEORY
KIMANCE LANGUAGES
ROMANIZATION
ROORNG
RAMA
RLA.ES AND REGULATION
RAMAN
RUNAWAYS
RURAL AREAS
RURAL DEVELOPMENT
RURAL DEVELOPWNT
RURAL ECONOMICS
RURAL EDUCATION
RURAL DIVRONMENT
RURAL EXTENSION
RURAL EXTENSION
RURAL FAMILY
RURAL FARM RESIDENTS
RURAL POPULATION
RURAL SCHOOLS
RURAL SCHOC4S
RURAL TO URBAN

MGRATION
RURAL TO URBAN

MIGRATION
RURAL URBAN

DIFFERENCES
RURAL URBAN

DIFFERENCES
RURAL YOUTH
RUSSIAN
RUSSIAN LITERATURE

SAFETY
SAFETY
SAFETY
SAFETY EDUCATION
SAFETY EDUCATION
SAFETY EDUCATION
SAFETY EQUIPMENT
SAFETY EQUIPMENT
SALARIES
SALARIES
SALARY WAGE

DIFFERENT ALS
SALARY WAGE

DIFFERENTIALS
SALES OCCUPATIONS
MUSH
SAMOAN
SAMOYED LANGUAGES
SAMPLE SIZE
SAMPLING
SANITARY FACIUTIES
SANITARY FACILITIES
SANITATION

(CO)

(SO)
(FL)
(FL)
(EA)
(EC)
(EA)
(FL)

(CO)
(RC)

(CE)
(Fic)

(RC)
(RC)
(RC)
(GE)
(RC)
(RC)
(RC)
(RC)
(.IC)
(RC)

(RC)

(UD)

(RC)

(UD)
(RC)
(FL)
(FL)

(PS)
(SE)
(SP)
(CE)
(RC)

(SE)
(EA)
(SE)
(EA)
(HE)

(CE)

(EA)
(CE)
(FL)
(FL)
(FL)

(TM)

Ow)
(EA)
(SE)
(EA)
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INDEX OF APPLICABLE TERMS
(All Clearinghouses Combined)

SANITATION (SE)
SANSKRT (F1-)
SATELLITES (AEROSPACE) (SE)
SCALES (TM)
SCALING (TM)
SCHEDULING (EA)
SCHEMA (TM)
SCHEMATA (CO(MON) (CS)
SCHEMATA (COGNITION) (IR)
SC HIZOPHRENIA (EC)
SCHOLARLY JOURNALS (IR)
SCHOLARLY WRITING (CS)
SCHCCARSHIPS (HE)
SCHOOL ACCOUNTING (EA)
SCHOOL ADMNISTRATION (EA)
SCHOOL ADMINISTRATION (RC)
SCHOOL AGE DAY CARE (EA)
SCHOOL AGE DAY CARE (PS)
SCHOOL ATTENDANCE

LEGISLATION (EA)
SC HOOL AMU DES (RC)
SCHOOL ATTITUDES (TM)
SCHOOL BASED

MANAGEAENT (EA)
SCHOOL BASED

MANAGEMENT (LID)

SC I+30L BUDGET
ELECTIONS (EA)

SC HOOL BU I LDIN GS (EA)
SCHOOL BUSES (EA)
SCHOOL BUSINESS

OFFICIALS (EA)
SCHOOL BUSINESS

RELATIONSHIP (CE)
SCHOOL BUSINESS

RELATIONSHIP (EA)
SCHOOL BUSINESS

RE LATIONSHI P (HE)
SCHOOL BUSINESS

RELATIONSHIP (JC)
SCHOOL BUSINESS

RELATIONSHIP (RC)
SCHOOL BUSINESS

RELATIONSHIP (SP)
SCHOOL BUSINESS

RELATIONSHIP (LID)

SCHOOL CHOICE (EA)
SC HOOL C HOICE (LID)
SCHOOL CLOSING (RC)
SC HOOL COMMU NITY

RE LATIONSH I P (EA)
SCHOOL COMMUNITY

RE LATIONSHIP (HE)
SC HOOL COMMU N ITN

RELATIONSHIP (JC)
SCHOOL COMMUNITY

RELATIONSHIP (PS)
SC HOOL COMMU [TY

RELATIONSHIP (RC)
SCHOOL COMMUNITY

RE LAPONSHI P (SP)

SCHOOL COMMUNITY
FELATIONSIV (UP)

SCHOOL CONSTRUCTION (EA)
SCHOOL COUNSELING (CG)
SCHOOL COUNSELORS (CG)
SCHOOL COUNSELORS (RC)
SCHOOL DEMOGRAPHY (EA)
SCHOOL DEMOGRAPHY (RC)
SCHOOL DEMOGRAPHY (U0)
SCHOOL DESEGFEGATION (UD)
SCHOOL DISTRICT

AUTONOMY
SCI.COL DISTRICT

REORGANIZATION
SCHOOL =MCI

FEORGANIZATIM
SCHOOL DISTRICT szE
SCHOOL DISTRICT SIZE
SCHOOL DISTRICT

SPENDING (EA)

(EA)

(EA)

(RC)
(EA)
(RC)

SCI+30L DISTRICT WEALTH (EA)
SCHOOL DISTRICTS (EA)
SCHOOL DISTRICTS (JC)
SCK1OL DISTRICTS (RC)
SCHOOL EFFECTIVENESS (EA)
SCHOOL EFFECTIVENESS (RC)
SCHOOL ENTRANCE AGE (PS)
SC HOOL EXPANSION (EA)
SCHOOL FUNDS (EA)
SCHOOL GUIDANCE (DO)
SCHOOL HEALTH SERVICES (SP)
SCHOOL HEALTH SERVICES (UD)
SCHOOL HOLDING POWER (EA)
SCHOOL HOLDING POWER (HE)
SCHOOL HOLDING POWER (JC)
SCHOOL IKXDING POWER (RC)
SCHOOL HOLDING POWER (UP)
SCHOOL INTEGRATION (UP)
SCHOOL LAW (EA)
SC HOOL LIBRARI ES (I R)

SCHOOL MAINTENANCE (EA)
SCHOOL NEWSPAPERS (CS)
SCHOOL ORGANIZATION (EA)
SC HOOL ORGAN IZATI ON (RC)
SC HOOL PERSONNEL (EA)
SCHOOL PERSONNEL (SP)
SCHOOL PHOBIA (EC)
SCHOOL POLICY (EA)
SC HOOL PRAYER (EA)
SC HOOL PSYCHOLOGISTS (CG)
SCHOOL PSYCHOLOGISTS (RC)
SCHOOL PUBUCATIONS (CS)
SCHOOL READINESS (PS)
SCHOOL READINESS TESTS (TM)
SCHOOL RESPONSIBILITY (EA)
SCHOOl. RESTRUCTURING (EA)
SCHOOL ROLE (EA)
SCHOOL ROLE (PS)
SCHOOL ROLE (RC)
SCHOOL ROLE (UP)
SCHOOL SAFETY (EA)

SCHOOL SAFETY (SE)
SCHOOL SAFETY (SP)
SCHOOL SCHEDULES (EA)
SCHOOL SECURITY (EA)
SCHOOL SEGFEGATION (UD)
SCHOOL SIZE (EA)
SCHOOL SZE (RW)
SCHOOL SOCIAL %YORKERS (CG)
SCHOOL SPACE (EA)
SCHOOL STAIISTICS
SCHOOL STATISTICS
SCHOOL STATISTICS
SCHOOL SUPERVISION
SCHOOL SURVEYS
SCHOOL SURVEYS
SCHCOL SURVEYS
SCHOOL SURVEYS
SCHOOL TAXES
SCHOOL VANDALISM
SCHOOL ZONING
SCHOOLS OF EDUCATION
SCIENCE ACTIVITIES
SCENCE ACTIVITIES
SCIENCE AND SOCIETY
SCIENCE CAREERS
SCIENCE CLUBS
SCIENCE CONSULTANTS
SCIENCE COURSE

IMPROVRENT
PROJECTS

SCIENCE COURSES
SCIENCE CURRICULUM
SCIENCE DEPARTIENTS
SCIENCE EDUCATION

(PRESCHOOL)
SCIENCE EDUCATION
SCIENCE EDUCATION
SCIENCE EOUIRMENT
SCIENCE EXPERIMENTS
SCIENCE FACILITIES
SCIENCE FACILITIES
SCIENCE FAIRS
SCIENCE FICTION
SCIENCE HISTORY
SCIENCE INSTITUTES
SCIENCE INSTRUCTION
SCIENCE INSTRUCTION
SCIENCE INTERESTS
SCIENCE LABORATORIES
SCIENCE LABORATORIES
SCIENCE MATERIALS
SCIENCE PROGRAMS
SCIENCE PROJECTS
SCIENCE SUPERVISION
SCIENCE TEACHERS
SCIENCE TEACHING

CENTERS
SCIENCE TESTS
SCIENCE TESTS
SCIENCE UNITS
SCIENCES

(EA)
(RC)
OW)
(EA)
(EA)
(IR)
(JO)

(TM
(EA)
(EA)
(EA)

(SP)
(RC)
(SE)
(SE)
(SE)
(SE)
(SE)

(SE)
(SE)
(SE)
(SE)

(PS)
(RC)
(SE)
(SE)
(SE)
(EA)
(SE)
(SE)
(CS)
(SE)
(SE)
(RD)
(SE)
(SE)
(EA)
(SE)
(SE)
(SE)
(SE)
(SE)
(SE)

(SE)
(S E)

(Th4)
(SE)
(SE)
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SCIENTIFIC MAI SEGREGATIONIST SENSITIVITY TRAINING (SP)
TECHNICAL ORGAKZATIONS (UD) SENSORY AIDS (EC)
INFORMATION (IR) SEISMOLOGY (SE) SENTENCE COMBINING (R-)

SCIENTIFIC ATITIUDES (SE) SEMMES (EC) SENTENCE STRUCTURE (FL)
SCIENTIFIC CONCEPTS (SE) SELECTION (STUDENTS) (TM) SENTENCES (FL)
SCENTIRC CONCEPTS (TM) SELECTIVE (114) SEMENTIAL APPROACH (IR)
SCIENTIFIC ENTERPRISE (SE) SELECTIVE ADMISSION (TM) SECILENTIAL LEARNING (IR)
SCENTIM UTERACY (SE) SELECTIVE INSSEMNATION SERVICE OCCUPATIONS (CE)
SCENTIFIC UTERACY (TM) OF ItfORMATION (1R) SERVICE UTLIZATION (EC)
SCIENTIFIC MANPOWER (SE) SELF ACTUALIZATION (CO SET THEORY (SE)
SCIENTIFIC MENODOLOGY (SE) SELF ACTUALIZATION (RC) SET THEORY (TP«)
SCIENTIFIC NEDICXIOLOGY (TM) SELF ACTUALIZATION (SO) SEVENTEENTH CENTURY
SCENTIFIC PERSONNEL (SE) SELF CARE SICLLS (EC) LITERATURE (CS)
SCIENTIFIC PRINCIPLES SELF CONCEPT (CG) SEVEFE DISABIUTIES tEC)
SCIENTIFIC RESEARCH (SE) SELF CONCEPT (CS) SEVEFE MENTAL
SCIENTIFIC RESEARCH (TM) SELF CONCEPT (PS) RETARDATION (EC)
SCIENTISTS (SE) SELF CONCEPT (RC) SEVERITY (OF HANDICAP) (EC)
SCOPE OF BARGAINING (EA) SELF CONCEPT (SO) SEX (EA)
SCORES (TM) SELF CONCEPT (TM) SEX BIAS (CG)
SCORING ITM) SELF CONCEPT (UD) SEX BAAS (EA)
SCORING FORMULAS (TM) SELF CONCEPT MEASURES (TM) SEX BIAS (RC)
SCORING MACHINES (TM) SELF CONGRUENCE (CG) SEX BLAS (SO)
SCREENING PROGRAMS (EC) SELF CONTROL (CG) SEX BIAS (TM)
SCREENING TESTS (PS) SELF CONTROL (EC) SEX BIAS (UD)
SCREEMNG TESTS (TM) SELF DETERMINATION (RC) SEX DIFFERENCES (CO)
SCREENS (DISPLAYS) (IR) SELF EFFICACY (CG) SEX DIFFERENCES (EA)
SC RIFTS (IR) SELF EMPLOYMENT (CE) SEX DIFFERENCES (PS)
SEARCH AND SEIZURE (EA) SELF ESTEEM (CG) SEX DIFFERENCES (RC)
rARCH STRATEGIES (IR) SELF ESTEEM (RC) SEX DIFFERENCES (SE)

MND LANGUAGE SELF ESTEEM (TM) SEX DIFFERENCES (TM)
INSTRUCTION (FL) SELF EVALUATION SEX DIFFERENCES (UD)

SECOND LANGUAGE (GROUPS) (JC) SEX DIFFERENCES
INSTRUCTION (RC) SELF EVALUATION (SOCIAL PROBLEM) (SO)

SECOND LANGUAGE (GROUPS) (TM) SEX DISCRIMINATION (CE)
INSTRUCTION (UD) SELF EVALUATION SEX DISCRIMINATION (CG)

SECOND LANGUAGE (INDIVIDUALS) (CG) SEX DISCRIMINATION (EA)
LEARNING (FL) SELF EVALUATION SEX DISCRIMINATION (SE)

SECOND LANGUAGE (INDIVIDUALS) (TM) SEX DISCRINNATION (UD)
LEARNING (RC) SELF EVALUATION (TM) SEX DISCRIMINATK 4

SECOND LANGUAGE SELF EVALUATION (BEHAVIORAL
PROGRAMS (FL) INDIVIDUALS (RC) SCIENCES) (SO)

SECOND LANGUAGE SELF HELP PROGRAMS (RC) SEX EDUCATION (SP)
PROGRAMS (UD) SELF INJURIOUS EIEHAvIOR (EC) SEX EDUCATION

SECOND LANGUAGES (FL) SE LF INSTRUCTION (EC) (CURRICULUM
SE CON DARY E DUCATION (RC) SELF MANAGEMENT (EC) RELATED SEX
SE CONDARY E DU C ATI ON (S E ) SE LF MONITORING (EC) FAIRNESS) (SO)
SECONDARY SCHOOL SELF MUTILATION (EC) SEX FAIRNESS (CE)

CURRICUWM (RC) SELF SELECTION (READING) (CS) SEX FAIRNESS (CG)
SECONDARY SCHOOL SELF STIMULATION (EC) SEX FAIRNESS (EA)

ED UCATION (SP) SELF VERBAUZATION (EC) SEX FAIRNESS (TM)
SECONDARY SCHOOL SEKANTIC DIFFERENTIAL (TM) SEX FAIRNESS (UD)

MATH EMATI CS (SE) SE MANTICS (FL) SEX ROLE (CE)
SECONDARY SCHOOL SE ME STE R SYSTEM (EA) SEX ROLE (CG)

SC IENCE (SE) SEMICONDUCTORS (SE) SEX ROLE (EA)
SECONDARY SC HOOL SEMIOTICS (FL) SEX ROLE (PS)

STUDENTS (RC) SEMISKILLED SEX ROLE (RC)
SECONDARY SCHOOLS (RC) OCCUPATIONS (CE) SEX ROLE (SE)
SE CRETARIES (CE) SEMITIC LANGUAGES (FL) SEX ROLE (SO)
SECURITY PERSONNEL (EA) SENIORITY (EA) SEX ROLE (UD)
SE GREGATION (UD) SENSITIVITY TRAINING (CE) SEX STEREOTYPES (CG)

SENSITIVITY TRAINING (SO) SEX STEREOTYPES (EA)
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SEX STEREOTYPES (SE) SKILLED OCCUPATIONS (CE) SOCIAL NETWORKS (EA)
SEX STEM:TYPES RV) SKILLED MAKERS (0E1 SOCIAL RAMO* (SO)
SEX STEFEOTYPES SLAVIC LANGUAGES (FL) SOCIAL PROBLEMS (CE)

(SOCIAL CONCERN) (SO) SLEIES (IR) SOWAL PROBLEMS (EA)maw IN LANTKIAGE (FL) SLOVENIAN (FL) SOCIAL PRCOLEMS (RO)
SEXUAL ABUSE (EA) SLOW LEAFWERS (EC) SOCIAL PROBLEMS (SO)
SEXUAL ABUSE (EC) SLUM ENVIRONMENT (UD) SOCIAL PROBLEMS (UD)
SEXUAL HARASSMENT (EA) SLUM SCHOOLS (UD) SOCIAL PSYCHOLOGY (CM
SEXUAL OENTITY (EA) SLIMS (1.1D) SOCIAL PSYCHOLOGY (SO)
SEXUALITY (CG) MALI BUSRESSES (CE) SOCIAL REWFORCEMENT (PS)
SEXUALITY (UD) SMALL BUSWESSES (W) SOCIAL RELATIONS (SO)
SEXUALITY (PSYCHOLOGY) (SO) SMALL COLLEGES (KE) SOCIAL RESPONSIBIUTY (UD)
SHARED FACIUTIES (EA) SMAU. ENGINE MECHANICS (CE) SOCIAL SCIENCE
SHARED FACUTIES (IR) SMALL GROUP RESEARCH (RC)
SHARED LIBRARY INSTRUCTION (IR) SOCIAL SCIENCE

MSOURCES (IR) SMALL SCHOCXS (RC) RESEARCH (SO)
SHARED RESOURCES SMOKING (CG) SOCIAL SCIENCES (SO)

AND SERVICES (EA) SOCIAL ACTION (SO) SOCIAL SERVICES (RC)
SHARED RESOURCES SOCIAL ACTION (U D) SOCIAL STATUS (LID)

AND SERVICES (IR) SOCIAL ADJUSTMENT (CG) SOCIAL STRATIFICATION (SO)
SHARED RESOURCES SOCIAL ADJUSTWIT (EC) SOCIAL STRATIFICATION (UD)

AND SERVICES (RC) SOCIAL ADJUSTMENT SOCIAL STUDIES
SHARED SERVICES (RC) SOCIAL ATTITUDES (RC) (PRESCHOOL) (PS)
SHELTERED ENGLISH (FL) SOCIAL ATTITUDES (SO) SOCIAL STUDIES (RC)
SHELTERED WORKSHOPS (CE) SOCIAL ATTITUDES (TM) SOCIAL STUDIES (SO)
SHELTERED WORKSHOPS (EC) SOCIAL ATTITUDES (LID) SOCIAL STUDIES TEACHERS (SO)
SHELTERS
SHORT STORIES

(LK))
(CS)

SOCIAL BEHAVIOR
SOCIAL BEHAVIOR

(CG)
(PS)

SOCIAL MINES UNITS (SO)
SOCIAL SUPPORT GROUPS (CG)

MORT TERM laMORY (IR) SOCIAL BEHAVIOR (SO) SOCIAL SUPPORT GRoURS (RC)
SHORT TERM hEMORY am) SOCIAL BIAS (EC) SOCIAL SYSTEMS (SO)
SHORTHAND (CE) SOCIAL BIAS (RC) SOCIAL THEMES (RC)
SIBLINGS (CG) SOCIAL BIAS (TM) COCIAL VALUES (RC)
SIBLINGS (PS) SOCIAL BIAS (LID) SOCIAL VALUES ISO)
SICKLE °ELL ANEMA (LID) SOCIAL CHANGE (CE) SOCIAL WELFARE (SO)
SIGHT VOCABULARY (CS) SOCIAL CHANGE (EA) SOCIAL WORK (RC)
SIGN LANGUAGE (EC) SOCIAL CHANGE (RC) SOCIAL WORKERS (CE)
SIGN LANGUAGE (a) SOCIAL CHANGE (SO) SOCIAL WORKERS (CG)
SIGNIFICANCE MEASURES (TM) SOCIAL CHANGE (UD) SOCIAL WORKERS (SO)
SILENT READING (CS) SOCIAL CHARACTERISTICS (L30) SOCIALIZATION (CG)
SIMULATED ENVIRONMENT (IR) SOCIAL CLASS (LID) SOCIAL2ATION (PS)
SIMILATION (IR) SOCIAL COGNITION (CG) SOCIALIZATION (SO)
SIMULATION (SE) SOCIAL DEVELOPMENT (PS) SOCIALLY DEVIANT
SIMUEATION (SOCIAL SOCIAL DEVELOPMENT (SO) BEHAVIOR (SO)

STUDIES) (SO) SOCIAL DIALECTS (FL) SOCIALLY DISADVANTAGED (SO)
SINGHALESE (FL) SOCIAL DIFFERENCES (UD) SOCIALLY DISADVANTAGED (UD)
SINO TIBETAN LANGUAGES (FL) SOCIAL DISCRIMINATION (EC) SOCIOBIOLOGY (SE)
SITE ANALYSIS (EA) SOCIAL DISCRIMINATION (UD) SOCIOCULTURAL PATTERNS (RO)
SITE ANALYSIS (TM) SOCIAL EXCHANGE SOCIOCULTURAL PATTERNS (LID)
SITE DEVELOPMENT (EA) THEORY (CG) SOCIOECOIKWIC
SITE SELECTION (EA) SOCIAL HISTORY (RC) BACKGROUND (RC)
SITUATIONAL TESTS (TM) SOCIAL INDICATORS (LID) SOCIOECONOMC
SIXTEENTH CENTURY SOCIAL INFLUENCES (PS) BACKGROUND (SO)

LITERATURE (CS) SOCIAL INFLUENCES (RC) SOCIOECONOMC
SKILL ANALYSIS (IR) SOCIAL INFLUENCES (SO) BACKGROUND (LID)
SKILL ANALYSIS (TM) SOCIAL INFLUENCES (UD) SOCIOECONOMIC
SKILL DEVELOPMENT (CE) SOCIAL INTEGRATION (EC) INFLUENCES (PS)
SKILL DEVELOPhENT (IR) SOCIAL INTEGRATION (RC) SOCKTECONOMC
SKILL DEVELOPMENT
Sic LL DEVELOPIIENT

(PS)
(RC)

SOCIAL INTEGRATION
SOCIAL ISOLATION

(UD)
(CG)

!NEW ENCES (RC)
SOCIOECONOMIC

S LL DEVELOPMENT SOCIAL ISOLATION (LID) INFLUENCES (SO)
(PSYCHOLOGY) (SO) SOCIAL MOBILITY (LID)
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INDEX OF APPLICABLE TERMS
(All Clearkvhouses Confted)

SOCIOECONOMIC
INFLUENCES (UD)

SOCICECONOISC STATUS (EA)
SOCIOECONOMIC STATUS (PS)
SOCIOECONOMC STATUS (RC)
SOCIOECONOWC STATUS (SO)
SOCCECONMAC STATUS (UP)
SOCIOLDIGUISTICS (FL)
SOCIOLOGY (SO)
SOCIOMETRIC TECHNIQUES am
SOIL COISERVATION (SE)
SCIL SCENCE (SE)
SOLAR ENERGY (SE)
Sa.13 GEOPATRY (SE)
SOLD WASTES (SE)
SONNETS (CS)
SOUND EFFECTS (IR)
SOUTHERN ATTITUDES (UD)
SPACE CLASSIFICATION (EA)
SPACE DIVIDERS (EA)
SPACE EXPLCRATION (SE)
SPACE SCIENCES (SE)
SPACE UTIUZATION (EA)
SPANISH (FL)
SPANISH MERICANS (UD)
SPANISH CULTURE (FL)
SPANISH LITERATURE (CS)
SPANISH UTERATURE (FL)
SPANISH SPEAKING (FL)
SPANISH SPEAKING (RC)
SPANISH SPEAKING (UD)
SPATIAL ABILITY (IR)
SPATIAL ABILITY (PS)
SPATIAL. ABILITY (TM)
SPATIAL RELATIONSHIPS

(FACILITIES) (EA)
SPEAKING THINKING

RELATIONSHIP (CS)
SPEAKING WRITING

REIATIVISHIP (CS)
SPECIAL. CLASSES (EC)
SPECIAL DEGREE

PROGRAMS (CE)
SPECIAL EDUCATION (EC)
SPECIAL EDUCATION (RC)
SPECIAL EDUCATION

PLACEMENT TEAMS EC)
SPECIAL EDUCATION

TEACHERS (EC)
SPECIAL HEALTH

PROBLEMS (EC)
SPECIAL HEALTH

PROBLEMS (PS)
SPECIAL HEALTH

PROBLEMS (UD)
SPECIAL LIBRARIES (IR)
SPECIAL NEEDS STUDENTS (CE)
SPECIAL NEEDS STUDENTS (EC)
SPECIAL NEEDS STUDENTS (LID)
SPECIAL SCHOOLS (EC)
SPECIFICATIONS (EA)

SPECTROSCOPY (SE)
SPEECH (CS)
SPEECH (FL)
SPEECH ACTS (FL)
SPEECH AND HEARING

MACS (EC)
SPEECH CORMUNICATION (CS)
SPEECH COWAUNICATION (FL)
SPEECH CCSAILINICATIM4

STAFF DEVELOMENT (SP)
SPEECH CURRMULUM (CS)
SPEECH EVALUATICR4 (CS)
SPEECH FLUENCY

DYSFLUENCY
SPEECH HABITS
SPEECH HABITS
SPEECH HANDICAPS
SPEECH HANDICAPS
SPEECH INSTRUCTICAI
SPEECH PATHOLOGY
SPEECH SKILLS
SPEECH SKILLS
SPEECH SYNTHESIZERS
SPEECH THERAPY
SPEED READING
SPELLR4G
SPELLING
SPELLING INSTRUCTION
SPELLAIG INSTRUCTION
SPELLING PATTERNS
SPINAL CORD INJURIES
SPOUSES
STAFF DEVELOPIENT
STAFF DEVELOPMENT
STAFF DEVELOPIENT
STAFF DEVELMENT
STAFF DEVELOPMENT
STAFF DEVELOPMENT
STAFF IMPROVEMENT
STAFF ROLE
STAFF ROLE

(EC)
(CS)
(FL)
(EC)
(FL)
(CS)
(EC)
(CS)

(FL)
pR)

(EC)
(CS)
(CS)
(FL)

(CS)
(FL)
(CS)
(EC)
(CG)
(CE)
(EA)

(HE)
(IR)
(JC)

(RC)
(PS)
(RC)
(SP)

STAFF UTILIZATION (EA)
STAFF UTILIZATION (SP)
STANDARD SPOKEN USAGE (FL)
STANDARDIZED TESTS (TM)
STANDARDS (EA)
STANDARDS OR)
STANDARDS (PS)
STANDARDS (AC)
STANDARDS (TM)
STATE AGENCIES (CE)
STATE AID (EA)
STATE AID (HE)
STATE AID (JC)
STATE AID (PS)
STATE AID FORMULAS (EA)
STATE BOARDS

OF EDUCATION (EA)
STATE BOARDS

OF EDUCATION (SP)
STATE COLLEGES (HE)

STATE COLLEGES
STATE COURTS
STATE COURTS
STATE CLNIRICULUM

GUIDES
STATE DEPARMENTS

OF EDUCATION (EA)
STATE INPARTMENTS

OF EDUCATKIN
STATE FEDERAL AID
STATE FEDERAL AID
STATE FEDERAL AID
STATE GOVERNMENT
STATE GOVERMENT
STATE GOVEMENT

(SOCIAL STUDIES) (SO)
STATE MSTORY (SO)
STATE LAWS

(SOCIAL STUDIES)
STATE LEGISLATION
STATE LECNSLATION
STATE LEGISLATION
STATE LEGISLATION
STATE LEGISLATION
STATE LBRARIES
STATE LICENSING BOARDS
STATE MOMS
STATE OFFICIALS
STATE PROGRAMS
STATE PROGRAMS
STATE PROGRAMS
STATE FEGULATION
STATE SCHOOL DISTRICT

RELATIONSHIP
STATE SCHOOL DISTRICT

RELATIONSHIP (RC)
STATE STAMDARDS (CE)
STATE STAMAROS (EA)
STATE STANDARDS (EC)
STATE STAWARDS (PS)
STATE STANDARDS (SP)
STATE STANDARDS (TM)
STATE SURVEYS (CE)
STATE SURVEYS (EA)
STATE SURVEYS (JC)
STATE SURVEYS (TM)
STATE UNIVERSITIES (HE%

STATEWIDE PLANNING (Jo)
STATISTICAL ANALYSIS (TM)
STATISTICAL BIAS (TM)
STATISTICAL DATA (TM)
$TATISTICAL

DISIMBUTIONS (TM)
STATISTICAL INFERENCE (TM)
STATISTICAL SIGNIFICANCE (TM)
STATISTICAL STUDIES (TM)
STATISTICAL SURVEYS (TM)
STATISTICS (TM)
STATISTICS (MATHEMATICS) (3E)
STATUS NEED (CG)
STEREOTYPED BEHAVIOR (EC)

(JC)
(EA)
(LID)

(IR)

(SP)
(EA)
(PS)
(UD)

(EA)
(FV)

(SO)
(EA)
(JC)
(PS)
(RC)
(SO)
(IH)

0141)
(TM)
(EA)
(EA)
(PS)
(SC)
(EA)

(EA)
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INDEX OF APPLICABLE TERMS
(AR Cleariniguses Combined)

STEMOTYPES (SO) STUDENT STUDENT PERSOPOIEL
STIMULATION (Fs) CHARACTERISTICS (SO) SERVICES (X)
STOPOUTS (cE) STIXIENT COLLEGE STUDENT FNERSOPWEL
STORY GRAAWAR (FL) RELATIONSHIP (HE) WORKERS (CM
STORY TELLING (CS) STUDENT COLLEGE STUDENT PLACEMENT (EC)
STORY TELLING (RC) FELATIONSIM (JO) STLMENT PLACENENT (HE)
STORY WINTING (CS) STUDENT COSTS (HE) STIXENT PLACE/464T (RC)
STORYTELLING (IR) STIMENT COSTS (JO) STUDENT PUCE/46NT
STRANGER REACTIONS (PS) STUDENT DEVELOPMENT GE) STABILITY (EC)
STRATEGIES INTERVENTION STUDENT DEVELOPMENT (RC) STUDENT PLACEMENT

MODEL (EC) STWENT EDUCATIONAL TEAMS (EC)
STRATEGY THAWING (EC) OBJECTIVES (X) STUDENT PROJECTS (RC)
STRESS (PHONOLOGY) (FL) STUDENT EDUCATIONAL STUDENT PUBLICATIONS (CS)
STRESS MANAGE/46NT (CE) OBACTIVES (RC) STUDENT FEACTION (IR)
STRESS MANAGEMENT (EA) STUDENT EXICATIONAL STUDENT WORDS (EA)
STRESS MANAGE/ANT (RC) OSECTIVES ITM) STMENT RECORDS (Fic)
STRESS VARIABLES (CO) STUDENT MPLOYMENT (CE) STLAIENT RECORDS (TM)
STRESS VAFBABLES (PS) STUDENT EVALUATION (HE) STUDENT FECRUTMENT (CE)
STRESS VARJAKES (RC) STUDENT EVALUATION (JC) STUDENT FECIWITMENT (HE)
STRESS VARIABLES STWENT EVALUATION (RC) STUDENT RECTUTMENT (JC)
STRUCTURAL ANALYSIS STUDENT EVALUATION (SP) STLKENT FECR=ENT (RC)

(LINGUISTICS) (FL) STUDENT EVALUATION am) STUDENT RESPONSIBILITY (EA)
STRUCTURAL ANALYSIS STLEIENT EVALUATION STUDENT RESPONSIBILITY (BC)

(SCIENCE) (SE) OF TEACHER STUIENT RIGHTS (CG)
STRUCTURAL BUILDING PE RFORMANCE (EA) STUDENT RIGHTS (EA)

SYSTEMS (EA) STUDENT EVALUATION STUDENT RIGHTS (so)
STRUCTURAL ELEMENTS OF TEACHER STUDENT MKS (UD)

(CONSTRUCTION) (EA) PERFORMANCE (JC) STUINENT ROLE (IR)
STRUCTURAL GRAMMAR (FL) STUDENT EVALUATION STUDENT ROLE (SO)
STRUCTURAL LINGUISTICS (FL) OF TEACHER STUDENT SCHOOL
STRUCTURAL PERFORMANCE (SP) RELATIONSHIP (EA)

UNEWLOYAENT (CE) STUDENT EVALUATION STUDENT SCHOOL
STUDENT ADJUSTMENT (CO) OF TEACHER RELATIONSHIP (RC)
STUDENT ADJUSTMENT (HE) PERFORMANCE (TM) STUDENT SUBCULTURES (SO)
STU DENT AU ENATION (CG) STUDENT EXCHANGE STUDENT TEACHER
STU DENT ALI ENATION (SO) PROGRAMS (FL) ATTITUDES (TM)
STUDENT ATTITUDES (cE) STUDENT FINANCIAL AID (HE) STUDENT TEACHER
STUDENT ATTITUDES (EA) STUDENT FINANCIAL AID (RC) RELATONSHIP (JC)
STUDENT ATTITUDES (HE) STUDENT FINANCIAL AID (UD) STUDENT TEACHER
STUDENT ATTITUDES (IR) STUDENT IMPROVEMENT (EA) RELATIONSHIP (FIC)
STUDENT ATTTTUDES (JC) STUDENT JOURNALS (CS) STUDENT TEACHER
STUDENT ATTITUDES (Ps) STUDENT LOAN PROGRAMS (HE) RELATIONSHIP (SO)
STUDENT ATTITUDES (Re) STUDENT MOBILITY (UD) STUDENT TEACHERS (RC)
STUDENT ATTITUDES (SO) STUDENT MOTIVATION (CE) STUDENT TEACHERS (SR)
STUDENT ATTITUDES (SP) STUDENT MOTIVATION (EA) STUDENT TEACHING (RC)
STUDENT ATTTTUDES (Tm) STUDENT MOTIVATION (IR) STUDENT TEACHING (SP)
STUDENT ATTRITION (HE) STUDENT MOTIVATION (PS) STUDENT
STUDENT ATTRITION (.IC) STUDENT MOTIVATION (RC) TRANSPORTATION (EA)
STUDENT BEHAVIOR (FS) STUDENT NEEDS (CE) STUDENT VOLUNTEERS (SP)
STUDENT BEHAVIOR (RC) STUDENT NEEDS (EA) STUDENT WELFARE (CG)
STUDENT BEHAVIOR (SO) STUDENT NEEDS (HE) STUDENT WELFARE (L)D)
STUDENT CENTERED STUDENT NEEDS (JC) STUDENT WRITING

CURRICVLU M (SF) STUDENT NEEDS (RC) MODELS (CS)
STUDENT CERTIFICATION (CE) STUDENT PARTICIPATION (EA) STUDY ABROAD (FL)
STUDENT CERTIFICATION (TM) STUDENT PARTICIPATION (RC) STUDY ABROAD (HE)
STUDENT STUDENT PARTICIPATION (SO) STUDY FACILITIES (EA)

CHARACTERISTICS (EA) STUDENT PERSONNEL STUDY GUIDES (IR)
STUDENT SERVICES (CO) STUDY SKILLS (CS)

CHARACTERISTICS (HE) STUDENT PERSONNEL STUDY SKILLS (Re)
STUDENT SE RVIC ES (HE) STYLE (TESTS) (TM)

CHARACTE RISTICS (RC) SUBCULTURES (CE)
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INDEX OF APPUCABLE TERMS
(Ali Nartn0uses Ccebilvd)

SUBJECT INDEX TERMS (IR)
SUBSTANCE ABUSE (EA)
SUBSTANCE MIUSE (EC)
SUBTRACTION MEI
SUCCESS (M)
SUFFIXES (R.)
SUGGESTOPED1A
SUM*
SUMMARIZATION
SUMMATIVE EVALUATION
Sat/UTNE EVALUATION
SUABAATIVE EVALUATION
SUMMER PROGRMAS
SUMAER PROGRAMS
SUMER PROGRAMS
SUMNER SCIENCE

PROGFLAMS
SUPERINTENDENTS
SUPERINTENDENTS
SUPERVISED

OCCUPATIONAL
EXPERIENCE
(AGRICULTURE) (CE)

SUPERVISION (EA)
SUPERVISORS (CE)
SUPERVISORS (CA)
SUPERVISORY METHODS (EA)
3UPERVISORY /AMOS (RC)
SUPERVISORY LEM= (SP)
SUPERVISCAY TRAINING (CE)
SUPERVISORY TRAINING (EA)
SUPERVISORY TRAINING (SP)
SUPPLEMNTARY

EDUCATION (UD)

SUPPLEMENTARY READING
10.17.74,41.3 (CS)

WPPLEIMENIARY READING
MATERIALS (RC)

SUPPORTED E/PLOYMENT (EC)
SUPRASEGMENTALS
SURFACE STRUCTURE (FL)
SURROGATE PARENTS (EC)
SURVEYS (CE)
SURVEYS (EA)
SURVEYS (TM)

SUSPENSION (EA)
SUSTAI NED SI LENT

READING
SWAHIU
SWEDISH
SYLLABLES

(R)
(G)
(Fl-)
(EA)
OR)

(TM)
(PS)
(RC)

(SE)
(EA)
(RC)

(CS)
(FL)
(FL)
(FL)

STIEOLS (UTERARY) (CS)
SYMMS (MATHEMATICS) (SE)
SYMMETRY
SYNTAX
SYSTEMS ANALYSIS
minus ANALYSIS
SYSTEMS ANALYSIS
SYSTEMS ANALYSIS
SYSTEMS APPROACH
SYSTEMS APPROACH

(SE)
(FL)

(EA)
(IR)

(SO)
(TM)
(EA)

(IR)

SYSTEMS Min:MACH (SO)
SYSTEMS BUILDPIG (EA)
SYSTEMS DEVELORANT (EA)
SYSTEMS DEVELOPMENT (IR)

-T-

TABLES (DATA)
TABLES (DATA)
TACTILE ADAPTATKX4
TACTUAL PERCEPTION

TALENT
TAGALOG
TALENT DEVELOMENT
TALENT IDENTIFICATION
TALENT IDENTFICATION
TM&
TASK ANALYSIS
TASK ANALYSIS
TASK ANALYSIS
TASK FORCE APPROACH
TAX ALLOCATION
TAX CREDITS
TAX DEDUCTION
TAX EFFORT
TAX EXEMPTIONS
TAX RATES
TEACHER ADIANISTRATOR

RELATIONSHIP
TEACHER ADIANISTRATOR

IMATIONSHIP
TEACHER AIDES
TEACHER AIDES
TEACHER ASSISTANCE

TEAMS
TEACHER ASSOCIATIONS
TEACHER ASSOCIATIONS
TEACHER ATTITUDES
TEACHER ATTITUDES
TEAMER ATTITUCES
TEACHER ATTITUDES
TEACHER ATTIMES
TEACHER ATTITUDES
TEACHER ATTITUDES
TEACHER ATTITUDES
TEACHER BEHAVIOR
TEACHER BEHAVIOR
TEACHER BEHAVIOR
TEACHER BURNOUT
TEACHER INJRNOUT
TEACHER BURNOUT
TEACHER CENTERS
TEACHER CERTIFICATION
TEACHER CERTIFICATON
TEACHER CERTIFICATION
TEACHER

CHARACTERISTICS
TEACHER

CHARACTERISTICS

(EA)

(EC)

(EC)
(R-)
(EC)
(EC)
(AC)
(Ft-)
(CE)
(IR)

(1144)

(EA)
(EA)
(EA)
(EA)
(EA)
(EA)
(EA)

(EA)

(SP)
(PS)
(SP)

(EC)
(EA)
(SP)
(EA)
(EC)
(I R)

(JC)
(PS)
(RC)
(SP)
(UD)

(EA)
(RC)
(SP)
(EA)
(EC)
(SP)
(SP)
(RC)
(SP)
(TM)

(EA)

(HE)

TEACHER
CHARACTERISTICS (JC)

TEACIER
CHARACTERS= (RC)

TEAOER
CHARACT-RiSTICS (SP)

TEACIER L .04SULTANTS (EC)
TEACHER DEVELOPED

MAMMALS (IR)

TEACHER DISCWUNE (EA)
TEACHER DISMISSAL (EA)
TEACHER EDWATION (RC)
TEACHER EDUCATION (SP)
TEACIER EDUCATION (SE)
TEACIER EDUCATION

(SOCIAL STUDIES) (SO)
TEACHER EDUCATION

CUMICULUM (SP)
TEACHER EDUCATION

PROGRAMS (SP)
TEACHER EDUCATOR

EDUCATION (SP)
TEACHER EDUCATORS (SP)
TEACHER EFFECTIVENESS (EA)

TEACIER EFFECTIVENESS (HE)
TEACHER EFFECTIVENESS (AC)
TEACHER EFFECTIVENESS (SE)
TEACfER EFFECTIVENESS (SP)
TEACHER EAWLOYMENT (EA)

TEACIER EAWLOYMENT (SP)
TEACHER EMPOWERENT (EA)
TEACHER EVALUATION (EA)

TEACIER EVALUATION (JC)
TEACHER EVALUATION (RC)
TrACHER EVALUATICN (SP)
TEACHER EVALUATION (TM)

TEACHER OPROMENT (EA)
TEACHER NOROVEMENT (RC)
TEACHER RaDROVENENT (SP)
TEACHER INFLUENCE (PS)
TEACHER Itd:LUENCE (RC)
TEACHER RAFLUENCE (SP)
TEACHER MADE TESTS (TM)
TEACHER MILITANCY (EA)
TEACHER AILITANCY (SP)
TEACTER MORALE (SP)
TEACHER MORALS (EA)
TEACHER MOTIVATION (EA)

TEACHER ACTIVATION (SP)
TEACHER ORENTATION (RC)
TEACHER ORENTATION (SP)
TEACHER PARTICIPATIM (EA)
TEACHER PARTICIPATION (JO)
TEACHER PARTICIPATION (RC)
TEACHER PARTICIPATION (SP)
TEACHER PERFORMANCE (TM)

TEACHER PERSISTENCE (SP)
TEACHER PROMOTION (EA)

TEACHER PROMOTION (SP)
TEACHER OUAURCATIONS (TM)
TEACHER FECRUITMENT (EA)
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INDEX OF APPLICABLE TERMS
(All Clearinghouses Combined)

WHOLE LANGUAGE
APPROACH (EC)

WHOLE LANCA/AGE
APPROACH (FL)

WHOLE RIMERS (SE)
WIDOWED (CO)
WLDUFE (RC)
WIDLFE
WILDLIFE MANAGEMENT (SE)
WIND EPERGY (FA)
WKIOWLESS ROOMS (EA)
WITWRAWAL (EDUCATION) (.IC)
WITIORAWAL

(PSYCHOLOGY) (CG)
WITHDRAWAL

(PSYCHOLOGY) (EC)
WOPEN ADMISTRATORS (EA)
WOMEN FACULTY (EA)
WOMEN FACULTY (HE)
WOMENS ATKETICS (SF)
WOMENS EDUCATION (HE)
WOMENS EDUCATION (RC)
WOMENS EDUCATION (SO)
WOMENS LITERATURE (CS)
WOMENS STUDES (CG)
WOMENS STUDES (SO)
WOMEM3 STUDIES (UD)
WOODWORKING (CE)
WORD FREQUENCY (FL)
WORD USTS (FL)
WORD CRIDER (FL)
WORD PROBLEMS

(MATHEMATICS) (SE)
WORD PROCESSING (CE)
WORD PROCESSING (IR)

WORD RECOGNMON (CS)
WORD RECOMITION (FL)

WORD RETRIEVAL
DI FFI CU LTIES (EC)

WORD STUDY SKILLS (FL)
WORK (PHYSICS) (SE)
WORK ATTITUDES (CE)
WORK ATTITUDES (RC)
WORK ENVIRMENT (CE)
WORK ENVIROMENT (EA)
WORK ENVIRONMENT (RC)
WORK ETHIC (CE)
WORK EXPERIENCE (CE)
WORK EXPERIENCE

PROGRAMS (CE)
WORK EXPERIENCE

PROGRAMS (RC)
WORK SAPPLE TESTS (TM)
WORK STUDY PROGRAMS (CE)
WORKERS COMPENSATION (CE)
WORKFARE (UD)

WORKING CLASS (CE)
WORKING HOURS (CE)
WORKPLACE LITERACY (GE)
WORKSHEETS (SE)
WORKSHOPS (CE)

WORKSHOPS (EA)
WORKSHOPS (RC)
WORKSHOPS (SE)
WORLD AFFARS (SO)
WORLD MSTURY (SO)
WORLD LITERATLRE (CS)
WORLD PROBLEMS ISE)
WORLD PROBLEMS ISO)
WRITIN44i (COMPOSITION) (CS)
WRMNG (COMPOSITION) (FL)
WRITING ACROSS TIE

CLWIRICILUM (CS)
ammo ACROSS TIE

CUMICULLIM (JC)
WRITING APPFEHENSION (CS)
WESTING ASSIGMAENTS (CS)
WRITING CONTEXTS (CS)
WRITING DIFFICLA:TIES (CS)
WRITING DIFFCILTIES (FL)
wRrnto EVALUATION (CS)
WFUTING EVALUATION (FL)

WIVITNO EVALUATION (TM)

WRITING EXERCISES (CS)
WFUTING EXERCISES (FL)
WRITING FOR PUBLICATION (CS)
WIVTING IMPROVEMENT (CS)
wRrnNo sAPROVEMENT (FL)
WRITING 94STRUCTION
WRITING 94STIXICTION
WRITING PISTFtICTION
WRITING LABORATORIES
WRITING PROCESSES
wRrnNa PROCESSES
WFUTING READINESS
WRITIM2 RESEARCH
WRITING RESEARCH
WRITING SKILLS
WRITING SKILLS
WRITING SKILLS
WRITING STRATEGIES
WRITTEN LANGUAGE
WRITTEN LANGUAGE

-X/Y-

YEAR FOUND SCHOOLS
YEARBOOKS
YIDDISH
YORUBA
YOUNG ADULTS
YOUNG ADULTS
YOUNG CHILDREN
YOUNG FARMER

EDUCATION
YOUNG OLD ADULTS
YOUTH
YOUTH
YOUTH AGENCIES
YOUTH CLUBS

(CS)
(FI-)

(RC)
(cm
(Cs)
(R)
(Cs)
(Cs)
(R)
(Cs)
(FL)

(RC)
(CS)
(CS)
(FL)

(EA)
(CS)
(FL)

(FL)
(cE)
(RC)
(PS)

(CE)
(CG)
(RC)
(SO)
(UD)

(OE)

YOUTH EMPLOYIAENT
YOUTH OPPORTINTIES
YOUTH PROBLEMS
YOUTH PROGRAMS
YOUTH PROGRAMS

-Z-

ZERO BASE BEAXETING
ZOOLOGY
ZOOS

(CE)
PE)
(co)
ME)
(so)

(EA)
(SE)
(SE)
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DOCUMENT PREPARATION

1. GENERAL

Jose 1992

The technical report or "fugitive Wend= collected by ERIC is produced using awide variety of

printing techniques, numy formats, and variable degrees of quality control. The producer of the document

may be an individual waking with minimal technical support or may be a large organization with access

to both edites and graphic artists. Since the documents processed by ERE go on to be miartihned and

reproduced in mkrofiche mid met copy for sale to users, it is essential that theERIC document processor

prepare the document in such a way that a reptoduced copy of it is a medal* and saleable product.

During selection, many conditions arise (see Section 'um thatC1111 affect the decision to =anion

a docwnent or not. However, it is usually daring actual recessing that any needed remedial document

reparation sake occurs.

The kinds of problans requking docmnent reparation for filming may be divkled into three

categoriew

Physical problems with the pages or sectinns of the document (e.g., missing pages, oversize

Palter, etc.);

Legibility or Arzooducibility pmblems with the type, halm, papers, figIse9. etC4

"Technicar pr)blems having to do, few example, with the avsilability of information extanal

to the document, copylighted segments of eocuments, requests to change documents, etc.

In addressing these roblems, the ERIC document rocesson should keep in mind that the

documents will be filmed and sold to users as avies of exactly what leaves their hands. If problem

situations cannot be fixed, the user should be warned in the cataloging that they exist. While pagination

(of all Level 1 and 2 documents) is a centralized ERIC Facility faction. the paginator assumes that die

docinnent has been made ready by die Clearinghouses for page nmnbaing. If problems with a document

remit pagination from being done, the document will be removed from RIE input and returned to the

submitting Clearinghouse, with recommendations for sly necessary remedial actIon.

Always submit an original copy of a document if it is available. EDRS should always receive the

best copy available the original) for filming and not a copy dot is one generation removed from the

original. Make a copy for Clearinghouse retention, if necessmy, but keep the copy and submit the original,

not vice versa.

Except for accession numbers, avoid marking a document with a Clearinghouse date stamp.

pmcessing assignments, Post-Its (that may inadvertently not be removed), and otheradministrative notes.

It is best to leave the document as much as possible as it was created by the author or sow=organization.

There are many reasons for this: it can be difficult to distinguish between original information and

information added later, added information can Near through or othetwise obscure original inforniation;

added information can raise unnecessary oeztions by later was Administrative markings are best

restricted to attached full-size processing sheets that are removed lox before submission or before fihning.

1%4
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DOCUMENT PREPARATION

At EDRS, a document is reduced to a series et loose paps that can be individually run through,
and turned over if necessmy, in a high speed step.and-mpeat aMtunxic camera. Easily removed bindinp
(e.g., metal fasteners, plastic spkak, etc.) are discarded; permanent bindings ere *grillothred" wish a large
power papercutter. EDRS filming is a prockiction question. By the time a document gets to EDRS, all
the problems shotid have been resolved, either by dm Oeminghouses or the Facility. The camera operant.
assumes that the document is complete and in proper swam and does not review it on a page-by-page
basis. With ibis contest in mind, the input* Clearinghome always should try to sokmk a docianent that
when !epochs:al via mimofiche will be an accurate rendering ti what the source Wended and that will
reflect favorably on ERIC as a conscientious, careful, and casistent processor of bibliographic eoliths,
observing high standards of tedmical processing.



DOMMENT PREPARA11ON

IL PHYSICAL PROBLEMS

A. Covers

1. Cover and TWe Page Identical

If the Com and The Page are absolutely identical, them is no need for filming

(and making the user pay for) a completely redundant page. However, if one does not

completely stem the other, then both should be left *act mid filmed. Information

(e.g., mport numbers, organizational hierarchy, miss information, disclaimers, dates, etc.)

must never be lost through this pocess ff in doubt, retain both pages.

2. Window Coven

Window" covers are covers having a hole in thanthrough which the reader car

read the doctunent tide appearing on a following tide page. Window covers usually

should be filmed because they often contain a variety of information about the issuing

organization, all of which may wit be repeated on the title page. However, if filmed as

is, the °window' shows up simply as a hok without a Me and the title does not appas

on the fiat page the reader sees, when it is usually expected. The Clatringhouse shoal

remedy this situation by fitting in the empty window with the missing tide. This is easily

dcme by Xeroxing the title and taping it to show through the hole.

Vinylfrressboant Binders

Sane documents come in there-hole vinyl bindas or pressbasrd covers. These
binders are gentandly law than IBI" x 11* and rigid in shape. They cannot go through

the aromatic camaa mechanism and mustbe removed before filming. This is best dare

at the Clearinghouse. If any information appears on the vinyl binder that does not appear

elsewhere on the document, that information should be transferred to an inside page.

B. Pages

1. Misskrg Pages or Sections

Documents should be checked page-by--page to determine that all pages are

present This can be done by:

accounting for all page numbers;
checking against the Table of Contentg
checking continuity from one page to the next, etc.
checking for appended material referenced in the text.

It is not unusual for appendices and other material that should be at the back of the

ckrcument to be missing.

7



itOCUMENT PREPARATION

Normally, missing pages must be replaced, either by obtaining a replacement
copy of the document cw by insating the missing material. If, however, it is determined
that the missing material may safely be left out (e.g., autlxz's request, copyright
restrictions, etc.), then the document processor should:

insert into the document the followhIg notice what the gap occur=

'Page(s) was (were) missing
(removed) from this document prior to
its being submitted to the ERIC
Document Reproduction
Service (EMS)."

OR

"Pages , containing *Maryland
High School Reading TestP (1989),
were removed from this document
because of copyright prior to its
being sutaitted to the ERIC Document
Reproduction Service (EDRS).°

mak the disclaimer label on the cover appropirely, indicating that the document
was modified

insert into the Descriptive Note field an appropriate statement explaining the fact that
material is missing and the reasons therefor.

2. Out of Sequence Pages or Sections

Checking for missing pages usually reveals any out of sequence pages.
Such pages should be re-sequenced in the coned order.

3. Duplicate Pages

checking for missing pages usually reveals any duplicate pages. Such
pages should be removed.



DocumENT PREPARATION

4. Bkok Pages

Blank paps, occurring sporadkaily in documents where tbe page; art
routinely printed front and back, am not filmed (even if mothered in the original
docmnent). On mch blank pap, the Oeminghouse shoukl prominently and in the
middle of the page add the following legend in lances approximately ono-quarter
inch 041 bit*

BLANK PAGE
DO NOT FILM

In order to avoid bleedthrough, do not use felt markers for adding this legend. A
rubber stamp or a sticker with the letters in a coke' other than black is
recommended. Since Ws is a recurring operatimr, either of these Maniocs is
prefened over hand lettering or marking, e.g., a larp l'IC* cm the page. This notice
is for the benefit of the EDRS operator et the microfilming equipment.

NOTE: This iistruction does not apply to documents that duoughout their length
me printed only on cue side ct the pap. The pap number stamping
done by the Facility will suffice in such patterned cases to communicate
fibulas instructions to EDRS.

5. Extraneous/Superfluous Pages

There am occasionally pages in a docanat that bear some small amount
Of printed material (e.g., a logo, heading, eth, Me.), but tha are essentially blank.
A jidgment must be made as to whether the fragmentary infosmacion on the pap
is useful for the utter, whether it may safely be ignored, or whether it can be simply
moved hz1 the next substantive page. Many of these pages are fly pages or act as
separators fa sections or puts of the damns& If the material irmnediately
following the separator also contains the trendies or title, then the separator may be
deleted wthout loss. Other common examples of extraneous pages arc (1)
appended sets of overhead projection pages that digilicate pages already in the body
of the doomed; (2) blank "scmtch paper° pages in test booklets. If the document
is printed front and back and the extraneous page has text on the other skle, the
processor may bidicate that it is not to be filmed by following the instructions in
113.4 above.

Extraneous pages of this type may be feisty numerous in curriculum
guides and other such material and their removal may be consequential in lowering
the price of the item.

Note that disclaimer statements by pvernment agencies or other
organizations, and pages containing author abstracts, ar not to be considered
superfluous.
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DOCUMENT PREPARMION

1 1-

11

,.=.

aw

STANDARD PAGE

One Microfiche Frame in Right-Reading Orientation)

SW

11-

SW

LANDSCAPE PAGE

One lAcrofiche Frame in Wmng.Readng EltiT Two Martsfiche RIMS. (sa Two Pages) in
Required Right-Reading OrientationOrientation

11°

8W

1 1*

SW

LANDSCAPE PAGE
Text no wider than SW. Woukf be two micsofiche BUT When convened to Menden, right-reading pep on
frames if filmed as is, In right-reading orientadon. office copier, occupies only one microfiche frame.

Figure Appendix B-1: Landscape Pages
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DOCUMENr PREPARATION

ERIC Process lag Manual

9. Undersize Pages

Undersize pages present no rad filming probkon tea occasionally, if
small enough, may present an opportunity for a:invasion, e.g., if two small pages
can be made to fit in the standard $ W x llu page space. Single undasize pages
in m otherwise regular document shmild be converted to standard SW x 11W size
to avoid their being overlooked in pagination or filming

10. Multi-Piece Documents

Occasionally a single kap admitted for the ERIC &Wow consists of
a number a distinct parts or pieces, eg., a teachers guide, a student guide,
handouts, activity sheet, pre-test/post-test. etc. In such cases, it is necessary to
intricate clearly whst the appropriate sequence of the pieces in the collection should
be. Usually this will be the same as indicated in the table of contents. or other
haat matey. In order to help dre Facility and EDRS retain the proper intended
sequence for a mad-piece document, varkus tecimiqua are possible: (1) lightly
number the front ci each piece, e.g., firlit piecesal, second piece=2, etc. (a light blue
penal is hest); (2) place parts in the proper sequence and tluen bind together with
meal clamp, rubber band, or other fasmoer. However, put the Ckainghouse
accasion number and ERIC labels only on the document's covedead page do not
repeat them on subsequent sections.

11. Attachments, Imam, Supporting Docurnentidion, Advertisbg,
Reviews, Press/News Rdeases

If there is a physically separate ambulant, insert, chart, poster,
executive summay, news/press release, or other siqridernentary part, that appears
to be or could be part of a docmnent, a that a Clawinghouse wishes to include and
make part ci the document, it must be made compktely clear whether the
suppkmentary materials ate to be considered part of the document for filming
purposes, or whether they arc singdy being sea along for intimation purposes.
If it is to be included, make the insertion in the eauct place intended and aft it
there so that the Facility paginator will know its unaided Waite.

12. Noe-Print Components

Some documents come with non-print components, e.g., films, filmstriPs,
audiotapes, videos, etc. At this time, ERIC does not have the capability to archive,
duplicate, or disseminate such materials. In addition, many such items are potected
by copyright.

In all such cases, the existence and availability of the non-prbt media
should be noted in the resume (Availability cc Note fields), but the non-rtint item
should be retained by the Clearinghouse or disposed of pia to shipment to EDRS.

Appendix B-8 Awe 092



DocumENT PREPARAIION

U. Packets of Loose Material

Some "documents" consist of a packet of kites material contained in a

fokler with one or two pocketi. The folder and yachts may or may not display

related text. It is the Osaringhoine's responiallity to put the loose material in the

correct order and to secure it. The test on the bitIlicipacketa, if is not thiplicated

elsewh ere. must be convected to standard pages and placed in the desired

sequence.

14. Documents with Layered or "Staggenir Edges

Some documents consist cd compla arrangements of pages of different

sizes, with heada text usually diowing on that part of a larger page that °peeks out*

beyond a smaller page. It is the Clearinghouse's responsaglity to convert complex

layer-cake" documents into a aisle Kies of regular 814. x 11" pages that can

each become a frame on a micadiche. This is usually best done by resorting to
photoccening some, if not all, of the images.

15. Extracts from Publications

Some documents consist of portions of a larger publication, e.g., a
chieiter of a lxiok, a feature article in a newskterr, or a suppkment of a newspaper.

In such cases, the Clearinghouse should separate the analyzed extract from its

unwanted surrounding mmerial nal should seed the extract through independently.

It may be necessmy in such instances to mute ethic page* in order to have a
location to cite the source of the extract. Enough documentation perishing ki the

parent publication should accompany the submission so that the bgiliographic facts

in the case can be verified during editing.

16. Analytics

Sometimes a document may consist of a series of papers, chapters, or

sections, each of which is worthy of separate treatment. An example is a
conference proceedings volume coat:lining a series of substantial, separately-
authored papers on differem subjects. The main document is usually referred to as

die `parent' and the incfividual prelims being separately analyzed and acconled
individual treatment are called the "chiliken.' or, as lilxarians would say, the

"analytice

The parent document as a whole mint be assigned the first accession

number in the sequence, followed directly by each of the analytics, arranged in the

same order as they ate in the parent. This castes the ideal configurathm for
announcement in RIB and access via the microfiche collection.

The parent is submitted as one complete doeuinem. Each ct the
analytics is also submitted as a separate documni,with its own Accession Number,

titk page, labels, etc. To accomplish this, it is necessary either to "cannibalize* a

second copy of the entire document or to rthotocopy the pages for the analytics.
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17. Errata

Errata are correcticos to be made to a published text. The mos wae
discovered after the publicatkm of the tat and the meta sheets save to notify the
recipients of the text of the Foblem. Janata come in various forms. They may be
printed on full-size sheets or they may be printed on strips of paper just large
enough to hold them. They may be bound into the dominant at the front, at the
back, or st the location of the error. They may be loose and simply inserted into
the docinnent.

When bound in, Cfrall sheets are treated simply as mother page at the
location where bound in. Sometimes, when an nanow stdps, they may be
permanently affixed in open space on an exisdng page or to a margin in the vicinity
of the enor they conect.

When loose, the Clearinghouse must ckckle the best Wades fcr the
enata sheets. If the wain treat Witirs a a SillgiC location, tke the errata sheet
shook' generally be inserted just peceding that location. If the errata treat arms
at a lumber of different locations, then the errata sheet should generally be insated
at the front of the document (e.g., just after the Mk Page is often a prominent
aiough location).

;--.4 0 J.,
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Ill. LEGIBILITY/REPRODUCIBILITY PROBLEMS

These are many factors that can cause legbilityfreproducthalty plebkmg type sate, type stYle,
dot matrix type, htokenifaireismudipel type, colored papers andIor inks, tranalucent papers, photographs,
drawings, handwriting, rumpled pages, poor contrast between backpound and type, OW Mak COPPed
Pages- etc

The available solutions are usually: (1) obtain a better copy (or replacement pages) km the
source; (2) re-key; (3) dadren on office copier; (4) note specific problems in resume Note field) in
order to alert potential users.

A. Type Size

In general, type size of 6-point or below causes reproduction problems and
subsequent readability exoblems for the usa. Office copiers wfth the "zoom* feat= may be
used to enlarep text diat is excessively small. Re-keying may be an alternative if the amome
of problem material is small.

B. Quality of Type (Broken/Faiat/Sinudged/Filledinot Matrix)

Broken type is the consistent dropping of portions of the characters (e.g., the left
side, ate descenders, the um, etc.), or the fallme to create a complete unintenupted line to
represent the character (e.g., dot matrix type).

Faint or light type usually results from too little ink or toner at pioduction time, or
from too many generations of copying.

Smudged type ocaus when the original characters are spread or dispersed around
themselves, thereby =fusing their identky.

Filled type occurs when the "holes" in certain letters (e.g., e, o, a, d) become filled
with ink.

Unlace the small type problem, which is inherent with the original document, the
various type quality problems may sometimes be solved by acquiring a better copy (even
perhaps the original) faun the author or sousve. Dot matrix type, formerly a mejor problem
with computer-generated texts, is gradually giving way to the superior fonts produced by
modern laser printas. If the author is tokl that the document will be tuchived on microfiche
and repmduced for others, this will often motivate the author to induce a better copy.

If an imptoved copy cannot be obtained, remedial actions me generally limited to
re-typing die affected text or hand re-touching the faulty charades& Sometimes Woken
characters can be made readabk (and reproducible) by hand lettering the defective lines with
a fine point pen. As with re-typing. re-touching is only fatale when the amount of defective
material is modest in quantity.

Sometimes faint type can be improved significantly by using the "darkening" or
exposure conuol feanue on an office copier.
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C. Colored Papers or Inks

Educational documents mace frequent use ti calmed papas andfor inks. This can
present a significant problem when the darker cokes me used fru the mers (e.g., red, purple,
brown, etc.) or when the contrast between the pver and the ink is poor (e.g., yellow ink on

beige PaPer)-

Fossil* remedial actions arc (1) obtain a " plain* black and white copy from the
sou= (2) photocopy the colored pages with a sechistiated office copier due has exposure
control settings pennking good Mack mid white copies. Re-Intying is rarely an optirm because
when a doannent utilizes colored papa andiar inks it generally does so enternivelY.

Extensive tone-on-tone situations (e.g., red ink on red paper) may make a document
virtually impossthle to mkrofilm. tkowever, many sinmtions can be arkjusted to by EDRS
during the filming process. Clessinghouses should send in the best document for filming that
they can obtain or improve on, but if still in doubt after having done all they am, the best nile
is to submit the document (with a note =Nein* the circumstances) and let the Facility and
EDRS ccsie with the problem.

A different type of probiem occurs when colas me rad as a coding technique in
charts, tables, cc bar graphs to convey meaning. Since the colors ere lost in the filming
process, the informadon contained in the original figure can only bo 'Mined if some symbol
is used to **dilute for the color. The docnment processor should consider diffrant kinds of
cmirs-harching. arms, patterns of special chmactem. and footnotes to achieve the ead of
creaming the information contabed in the original text. If it is not possible to do this, a Note
should notify the usa of the prckilem.

D. Photographs

Photographs do not film or copy well unless very stark and simple in their content.
These is nailing that the document processor can do to improve them; however, they me
always better left in the document for the information they cim convey. If a dociunem depends
heavily on photographs, it is advisable to state this fact in the Desaiptive Note field, e.g.,
"Contains 25 early photographs of American Indians, which will nal reprviduce well?

E. Figures, Tables, Drawings, Illustratims

Figures, tables, &swings, mid illustrations are frervient sources of iv:production
difficulties and shoukl be scnitinized by documest processors with this in mind. Statistical
tables and figures often are reduced excessively. Drawings and illustrations are often faint.
The only possible remedial sakes rue usually enlarging, re-keying, or re-touching. If the
problem is significant and cannot be ameliorated, a Note warning of the condition should be
included in the resume.

F. Handwriting/Script in Documents

Handwritten text appears in documents in various ways. Sometimes it is in the form
of author anted= or arklitions inserted for enwhasis during ',resonation. Sometimes it is
integral to the subject matter, e.g.. factors affecting student handwiiting. Script rarely
reproduces well. If the saipt is in the form of caret:dm or atkruions to a typed or prmted
text, the document processor should consi&r re-keying to incorporate tlw corrections. If the
saipt is integral to the document, but fsint, the document processor should consider tracing
over the lines to make them dadcer.

EXIC Processing Manual Appendix B-12 Jun 1992
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G. Miscellaneous

Pencil or pen markings that may have been inserted by an mhos, but that are not

significant, should be erased or cOmbated with correction Buhl without affeetbg the text.

Clearinghouse abstractors and indexers must avoid addng their own extraneous malts to

documents they am processing.

Folded, onnpled or ripped pages should be flattened at as nnich as possible, or be-

copied on an office copier. Documents on monionstle or odser semi -traminceut pipers should

be copied an an office copier at an exposme setting that avoids any "see through."

Fdt tip matters Amid never be used for darkening 02st or dtk page infatuation

as the bk may Weed Omagh and Misrule die text on the other side.

crooked pages, if badly awn!, should be straightened so that they will create a

proper filmed image. This can be done by photocopying or by cutting and se-mamting. If a

crocked page results in the awing of ementral text, tha page must be replaced before

submission to the Facility for RIE.
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IV. TECHNICAL PROBLEMS

A. Information Known, But Not on Document

th general cataloging shouid be clone soldy on the basis of what is contained in the
docinnent. However, during the counts of smiting a document or obtaining a Reprodiglion
Release, the Cleminghoose may obtain reliable mid verified information of use in cataloging
that goes beyond what appears in the document, e.g., author's nmne and afilliaticm, inglation
name, date of issuance, geographic some, maw mamba, availability data, etc.

When practical, dds inhumation should br, added to the Tide Pap. If there is no
real Tide Page, or the text begins on the firg pap and there is no room for additions, the
Clearinghouse should consider the creation of a mew Thle Page to house the additimat
information.

If the new hifonnadon is not added to the document, butis placed in the cataloging,
then it is essential that an explanatory note accompany dm document, so that the Facility ediatus
can distinguish errors num valid addition&

B. Informatim Known, But at Variance with That tm Document

If new information is discovaed that comets informatka on a docimient, then the
document should actually be mimed. However, if the new information is in the form of an
official l'anata," then the errata page should simply be insated directly after the The Page.
Obvious typographic anon hi tide, personalnames, inalltutkin names, place names, etc., should
simply be corrected on the document. Re-sequencing of author names should only be done
upon =din of a mines request from theft's! =thew.

C. Inconsistent Information on Document

Sometimes information in one part of a document contradicts infonnatkin in another
part. If the ccerect vendon is not obvious, it may be necessary to catact the author or some.
Information found in this way should be conected on the document. If the contradiction cannot
be itsolved, the Titk Page information tabes weeder= in cataloging.

D. Material Removed from Document

If a document being considered for the ERIC system contains materials that will not
reproduce clearly became of either color or pear print quality, an attempt should be made to
obtain a better copy. Usually the author or producer of the document prefas to ftunish a
reiroducible copy rather than have an incanplete version available flan ERIC.

In many instances the illegible parts are tables ea- charts that me referred to in the
text. Omission of such segments may advessely affect the value of the document, theieby
frustrating the user. In general, material should not be deleted, despite poor legibility.

In cases where a bents copy ofa documau cannot be obtained and temedial actions
are not possible, consideration should be given to omitting the document, unless it provides a
valuable co:Haut:ton to the literature, and the illegible material is consklered to be minor.

ti 8 5
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E. Document with Ccwrighted Segments Extracted from Other Publications

Far the heave of the ma, documents should genes* be left intact whenever
possible. If the papaw of a doctuaent has obtained permission from a copyried holder to
include copyrighted material in that document, then it is masonstde to assume that this
permission crawls to copies of the document. Therefrne, if the prepamrri a document has
given ERIC pettnisoks to mproduce that documat. then ERIC may assume that this
permission includes all of the matedal in the documat Examples of documents for Mich this
issue arises me =imam materials that frown* reprint newspaper Whim, newsletter
columns, or mynas hem journals. When this type of material is Winded in a document, it

is to be considered an bard Part of the docummt and left intact within it.

Hortmer, there are sow instances whew the above conditions may notpettain. If
the copyrighted nataial is physically distinct, not bound in, is substantial in amount, contains
strong restrictive langmge, is clearly a sepanitely available commercial Wax, or anY
combination of the above, then the Clearinghouse pocessing the documett should prudently
seek separate irpoduction permission for ik An mample of such a simatkin would be a
separate conmarially-avagable testim; insuumait.

If reproduction permission far the separate segment alma be obtained anti it is still

judged impatient to include the document in the database, this may be done, pnwided:

the copyrighted segment is removed and excluded from the pagination count.

the utility of the document is not seriously diminished by removal of the copyrighted

Pages.

a note explaining the deletion is entered in the Note field. (A note should also be
placed in the document at the point of deletion.)

F. Teacher Edition/Student Edifies

Curriculum materials are sometimes provided in a "Teacher Edition° and a "Student
Edition" that are identical except fix the fact that the *Teacher Edition* contains marginal notes

or advice not posent in the 'snidest Edition."

In such cases, the more complete "Teacher Edition" should be input to die database,
with reference made to the 'Student Edition" not included. (If the documents are small, an

acceptable alternative is to combine the two editions into one document.)
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V. AFFIXING ERIC LABELS AND ACCESSION NUMBERS

A. Clearinghouse Accession Number

Clearinghouse Accession mambas are to be entered on the lower left hand corner
at* the cover (or fitst page to be filmed) of the doe:anent (see Filmy IV-12). This *canes
balances the ED manber and gives the document a neat appearance. The standantlized
positioning of the accession mmthess is helpful duoughout handling and pecan* kr easily
and quickly identifying and locadng documents.

Accession Nmniess should either be stamped or legibly pdnted using a black
ballpoint pen. Pencil or colored inks should not be used because ibe f011111:f =ears and the
latter may not film or copy well. For documags having a permanent binding (which will be
removed by a papaculter at EDRS), the Clearinghouse Accession Number should be placed
at lead We from the edge of the spine to ensure it won't be cut off when the spine is trimmed.
Legibility in the Clearinghouse Number is of importance to Clearinghouse staff, Facility staft
and EDRS staff, been=

Accession Numbers on the document are checked against logsheets;

Documents are filed at the Facility by Accession Number,

Accession Numbers on documents are checked against and matched with those on
resumes;

Documents are arranged in Clearinghouse Number onier prior to the attachment of Single
Frame Resumes for EDRS.

If the title page or OMAN an which the number is to be placed is a dark car, the
number should be first written on a white label and then placed on the document.

B. ED Accession Number

The ED Number is affixed by the ERIC Facility to the document in the upper left
hand corner of the cover (or first page to be filmed). The upper left cover must, therefore,
never be used kr the disclaimer or mroduction release labelsthat space mast be reserved for
the ED Number.

C. OERI Disclaimer Labels and Reproduction Release Labels

The Disclaimer Labels and Reproduction Release Labels (if appropriate), are to be
affixed to the cover (or the first sheet to be filmed) of the document These labels may be
placed anywhere there is vacant space on this pap, except for the upper and lower left hand
corners, which are reserved for the ED and Clearinghouse Accession Numbers, respectively.

ERIC Processing Mafiosi Amendix B-16 Jim 1492
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VI. PHYSICALLY SECURING DOCUMENT

After a document has been prepared for Minks and befae it actually is packed with other
documents for shining to the Facility, it is necessary to ensure that the dooment will physically stay
toPther.

If the document is bound already then thae is no ixoblem, but if the document is loose, or if
it has parts that are loose, then cee of the following methods of securing the document should be use&

Staples

Usually only viable for documents of under 50 paps. When using staples, please make
sure that the staple goes through the document completely and that the last page is
securely attached to tlw document by the staple.

Metal Clamps

An excellent way a securing loose documents. They are easily applied and provick a
tight and seem bond, yet me easy to remove. Gamily viable for documents in the 50-
200 page range. EDRS especially likes metal clamps because they are easily removed for
filming and re-affixed afterward to protect the document &ring storage.

Rubber Bands

If a document is vay large and too unwieldy to staple or clamp, a protective back and
front page should be added and the document secured with one or more rubber bands. as
needed. The protective pages are needed because rubba bands can cut into pages at the
edges.

Do not use paper clips or butterfly clips to secwe documents, as they too easily become
dislodged or snag on other documats, causing pages to becane loose. out of sequence, or damaged.

z3/5:4i
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INDEXING HANDBOOK

INDEXING: Why this handbook?

In a system like ERIC, t is scgnetinsas dffficr.dt to low everythkrg you need to
know to operate as ~Nei), as posstla Sometimes we just need a Me extra
krformatIon. This handbook is just thatextra informatica It is desired to knprove
indexhg and swotting wthin the ERIC system. In no way is It (Melded to replace the
ERIC Processing Manual (EPM), which contains detaffed system Mee for indexing.
Neither does it cortratiict the EPM. Instead, this hanctook recognizes that there are
valid subject-area klbsyncraries that are not kientffied in the EPM or elsewhere;
therefore it contains stenmaries of in-house, scope-specific kidtedng practk:es,
Clearin0ouse-by-Clearinghouse. It also contains a stsnmary of ins:iodate ERIC
indexing reminders, based on comments and discussions at ERIC technical nvetings.

This handbook recognizes that indexing and retrieval go hand-In-hand.
Searchers should find it usefd when searching subject areas that cross Clearinghouse
scope areas.

It also recognizes that indexing is not an isolated task in a database like ERIC.
For example, the assignment of Descriptors and Identifiers is closely related to the
decision-making pmcess in assigning Pubtype codes and Target Audiences. Regardless
of which staff person is given the task (indexer, cataloger, supervisor) aff three twictiais
require an intellectual judgment about the nature of the document Therefore this
handbook includes guidelines for Pubtypes and Target Audience assiopment as vmll as
indexing guidelines.

The ERIC Indexing Handbook was prepared by and for ERIC staff, with input
prepared by Clearinghouse indexing supervisors and compled by the ERIC Technical
Steering Committee. Routine updates are anticipated as ClearhIghouses refine or
expand their instructions for new indexers or as the system as a whole changes.

For further reference, see: ERIC Processing Manual; ERIC Clearinghouse
Scope of Interest Guide; Introduction, published Thesaurus of ERIC Descriptors (Oryx
Press).

May 1989

ERIC Technical Steering Committee
Anita Colby, JC
Jane Henson, SO
Jim Houston, Facility
Margaret Mann, SP
Lynn Barnett (Chair), HE

t).
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Preface to the June 1992 Revision

This handbook was kitially distributed at the May 1989 Ns 11=1 Technical

Meeting. At the time, the ERIC Technieal Steering Committee planned to do a few minor
correctbrts, then send the handbock to IR for Level-1 RIE procesehg. Somehow, this
nevie got done. No one has said match about the product sktoe 1989 and, until now, no
action has been taken to ptt it into finished form. However, Ns is not to say that k was
forgotten. From what I've sew and heard, ERIC kidexers are using the prockai, and I
have found k to be especially useful. For example, I have cwied the Indedng
Reminders sectial sevoul times to use as a seminar/conference handout because it

seems to Mustrate more effectively than other available materials precisely what ERIC

indexing is and how k really works. Nevertheless, questions have remakied about
getting the product into a more permanent fcon.

Since the original knent of the handbook was to staxlement Sectico till

'Indedne of the ERIC Processing Manual (EPM), the inkial thklidng was that maybe the

two parts shotAd be integrated. It soon became dair, however, that, in order to
preserve the unique 'pocket guide' charader of the indendng Reminders sectbn and the
helpful stand-alone qualkkis of the Clearinghcxise sections, this Athould hot be dale The
fact that Clearinghouses gtepared, and are individually responstie for, ttx* own
sections, m&le integration even more problematic.

The approach taken, therefore, was to attach the handbook essentially as is as

an appendix of the EPM; the designation is EPM Appendix C. This preseves the
integrity and usefulness of the original, permits continuiid maintenance and updating by
the individual network compormnts, and yet makes the handbook an htegral part of the
UM (and Its accompanying widespread circulation via FORS or others).

I have made several changes to the Indexing PNlinders section since the
handbook was published in 1989. Textual changes are expresslymatic

The Clearinghouse sections remain essentially the Lame as origkially xtmitted (I
did correct typos). It is hoped that Olearingnouses will provide the Facility with periodic
updates to keep their individual sections complete and current.

June 1992

Jim Houston, Facility

t
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INDEXING REMINDERS

Relevance to user

Put yourself in the position of the user or searcher. Can the specific topic(s)
covered be retrieved by your assigned index terms? Would you, In fact, want
the Item(s) retrieved by your index terms (especially, your major terms)?

How many terms?

Majors

Minors

Remember that the scope and breadth of the document/articie In hand

determines the number of index terms (Descriptors and Identifiers) to be
assigned. The system averages are 10 for CUE and 12 for RIE.

Major Index terms represent the principal subjects of a docurent/article. They
are preceded by an asterisk.

Every document/article In the database must have at least 1 major Descriptor.

*Remember the "512. 6/1 magimunr rule: No more than 5 maior
Descriptors and 2 maior Identifiers/ or 6 maior Descriptors and 1
maior Identifier, are allowed. Under no circumstances are there
more than a total of 7 maiors on a single document/article. At no
time is the number of ma/or Descriptors to exceed 6, even if no
maior Identifiers are used.

Before concluding your indeodng, count your major terms (asterisks) so that you

don't use too many.

Minor index terms are used for certain types of concepts, e.g., population,
educational level, methodology, document form. They may also be used to
index substantive concepts that are important to the document, but less

important than the concepts represented by major Descriptors.

Avoid using minor terms to index every concept merdioned in the document,
however briefly. This gWes users false expectations.
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Thesaurus/IAL authority

Aiways use the most ctsred, complete editbns of the Thesaurus and Identifier
Authority List (working copies from the ERIC Fealty), plus a0 supplements.

Fonow defkvItions and hstructions in scope notes.

Fonow format exactly. If a Descriptor has a parenthetical qualifier, be
sure to include it kv your Indexing.

Example: RETENTION (PSYCHOLOGY)

Don't index solely from the Thesaurus Rotated Display.

Refer to the Hierarchical Display for all narrower Descriptors.

Use Identifiers to index concepts that =mot be captured by
Descriptors alone.

Translate the author's language into Thesaurus terms. Watch out for °tricks" that
lead to word indexing.

Example: °older workers' may not conform to ERIC's scope note for
OLDER ADULTS.

Keep your Thesaurus and IAL. in a single notebook so you can refer to both at
once.

Scope notes

Read scope notes (SNs). Scope notes may define a term more broaly or
restrictively than everyday usage might suggest. Make sure to use Descriptors
compatible with the document's meaning. Don't force the use of a Descriptor I
just because it looks like it means the same thing.

Example: SELECTIVE ADMISSION does not mean admission of highly
competitive (*selected" students, but admission due to a
variety of particular circumstances.

Cross-clearinghouse subjects

For indexing cross-scope documents, see other Clearinghouses' Indexing rules*
provkied in this handbook. Also refer to the Descriptors frequently used by the
other Clearinghouses, listed in the ERIC Clearinghouse Scope of Interest Guide.
Use RIE and CIJE to see how other Clearinghouses have indexed the same
concept.
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Don't be hestant to call a colleague at another Clearinghouse for rxlvice,
particularly when a cross-scope Descriptor lacks a scope nota

Broad Descriptors

Be wary of very broad Descriptors (ag., CURRICULUM) whose use may cause
irrelevant retrieval. Especially avoid majoring than, unless as an absolute last
resort when nothing else will do. (See discussion and list of °Excessively Broad I
Terme In ERM Section VII.I.5.b.(3).)

Indexing up

Index only to the level of spectlicity of the document. Never Nxlex up° to a
broader term (Bi) I a more specific Descriptor (NT) exists.

Examples: Don't use DISABILITIES or VISUAL IMPAIRMENTS on a
dourment about BUNDNESS.

Don't use HISTORY when EDUCATIONAL HISTORY is clearly
more appropriate. (Nga: This type of error occurs when one
Indexes from memory, or otherwise falls to observe the
hierarchical structure of the Thesaurus.)

For analytics, it is likely that BTs WI be appropriate for the parent document and
NTs for the children.

Leveling Descriptors

As a nie, use one of the mandatory educational level Descriptors on every
document. Very few documents don't need one.

*Assign "educational lever first, before doing your other indexing.

Consider using an age level Descriptor when educational level is Inappropriate.

Over-Indexing

Don't overindex. Be especially wary of the number of Descriptors assigned to
short articles. Also be careful of using (esp., majoring) too many Descriptors
beginning with the same word.

WOO



INDEXING HANDBOOK

Identifiers

Use the author's termklology to construct new identifiers, but conform to ERIC
structure. Follow precedents rAready listed in the jar

al down your Clearinghouse's new Identhiers in your copy of the IAL, or key
them weekly to a cumtlative

Remind yourself of Identifier-to-Descriptor graduations by routinely °redlining"
such terms In your 1AL

Title check

Always look at the document's title before concluding your indexing, to see If
you've missed any significant obvious topic(s).

Index terms versus terms in the abstract

Descriptors must be in the ERIC Thesaurus. identifiers must either be in the 1AL
or, if new, reflect the style of simiar terms In the IAL (e.g., organization names,
court cases, etc.).

*When writing an abstract, don't tanslate# the author's language
into Descriptor terminology. The abstract is reserved for the author's own
words (the actual language of the document). This gives the seardwr more
options for finding a concept, especially something new that hasn't evolved yet
into *educatIonese.*



Assignment/specificity

*Nearly all ERIC documents/articles require an educational level
Descriptor. Assign it first. before other indexing is done.

Use the most specific educational level. (See chan on page 8 for hierarchy of
mandatory Educational Levels.)

Education levelers are often easily extrapolated from a document's content
without being specifically mentioned.

Examples: °Grade 8 students° certainly gives the educational level away.

Students °from X school district° is an educational level clue.

If there is no educational level, try to use an age level Descriptor (see chart on
page 9); however, do not exclude more specific age-related Descriptors.

Example: document on childhood cancer %valid be hdexed with age
leveler CHILDREN (minor Descriptor), as well as *CHILD
HEALTH and *CANCER (major Descriptors).

Avoid indexing the generic terms CHILDREN and ADULTS when appropriate
narrower terms are available, e.g., ADOPTED CHILDREN, ADULT DROPOUTS.

Majoring

Leveling Descriptors should normally be minor. Major only If the levels
themselves are the subject, e.g., history of preschool education, old old drivers.

C- 0
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Preschool and K-12 remirxhime

More than one educational level Descriptor may be recgired to cover some
grade levels.

Example: INTERMEDIATE GRADES and/or JUNIOR HIGH SCHOOLS
to cover middle school populations.

Mg: MIDDLE SCHOOLS is not an educational level
DescrOtor and cannot be used as an edtwationti level
substkute. If a document discusses *middle schools* and
indicates the grades covered (typically 5lls through 81h), then
INTERMEDIATE GRADES and/or JUNIOR HIGH SWOOLS
should be Indexed, since they are the most specllic
education levelers avallable. Hovirever, ff the document
discusses GRADES 5 or 6 or 7 or 6, or all tow, but does not
mention the concept PADDLE SCHOOLS, then MIDDLE
SCHOOLS should mg be indexed.

Use education levelers and population Descriptors together for research using
student populatkIns as subjects.

Example: ELEMENTARY EDUCA11ON and ELEMENTARY SCHOOL
STUDENTS.

When the topic is day care, use EARLY CHILDHOOD EDUCATION as the
education leveler, uriess the day care population is descrbed mote precisely,
such as preschool age childrenuse PRESCHOOL EDUCATION leveling term.

If specific grades are covered in any depth, use the grade Descriptors as well as
the appropriate educational level Descriptor(s).

Example: GRADE 10, GRADE 11, and HIGH SCHOOLS.

Postsecondary reminders

Use HIGHER EDUCATION for bachelor-degree (or hirOer) programs; use
POSTSECONDARY EDUCATION for other post-high school programs.

Use HIGHER EDUCATION for all documents cwering both two- 101 four-year
colleges. Use HIGHER EDUCATION also for all four-year colleges and
universities.

UselWO YEAR COLLEGES for documents covering junkr or community
colleges, two-year technical institutes, and two-year branch university campuses.
Use TWO YEAR COLLEGES also for associate-degree programs.

For documents dealing with transfer from two-year to four-year colleges, use
HIGHER EDUCATION. TWO YEAR COLLEGES (or TWO YEAR COLLEGE
STUDENTS), COLLEGE TRANSFER STUDENTS, TRANSFER PROGRAMS, etc.,
should also be used, as appropriate.
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Use POSTSECONDARY EDUCATION for documents that include riscussions of
tectmicei instiftftes or pmprietary schools as well as two- or four-yaw colleges.

Use POSTSECONDARY EDUCATION for post-grade 12 trade schools.

Watch non-U.S. documents carefully to determine whether HIGHER
EDUCATION or POSTSECONDARY EDUCATION is the appropriate leveler. For
exam's, a foreign *college" is often nc4 the eqtAvalent of a U.S. degree-granting
college.

College 0* School Interplay reminders

When the subject is (Desc) COLLEGE SCHOOL COOPERATION, then two
education levelers are needed.

Examples: TWO YEAR COLLEGES and ELEMENTARY EDUCATION;

HIGHER EDUCATION and HIGH SCHOOLS;

HIGHER EDUCATION and ELEMENTARY SECONDARY
EDUCATION (where one or more colleges are cooperating
wfth all levels of a school distTict).

If the subject is (Doses) COLIEGE APPUCANTS, COLLEGE ADMISSION, or
COLLEGE ENTRANCE EXAMINATIONS, Le., the population is high school
students taking SATs, ACTs, applying for freshman adrnllience, etc., then both
HIGH SCHOOLS and either HIGHER EDUCATION (4-year Institutions) or TWO
YEAR COLLEGES should be used.

Teethe% Education reminders

Teacher education (or student teaching) materials generally require Do the
level of teacher preparation and the level for which the student is being prepared
to teach.

Examples: HIGHER EDUCATION and ELEMENTARY EDUCAIION to
describe presemice preparation for elementsry school
teachers, including their student teaching experience.

HIGHER EDUCATION and SECONDARY EDUCATION to
describe college-level professbnal continuing education
programs for secondary school teachers.

Teacher education materials should also be Indexed to PRESERVICE TEACHER
EDUCATION or INSERVICE TEACHER EDUCATION, if either is at ail relevant
The first example above would carry PRESERVICE TEACHER EDUCATION - the
second, INSERVICE TEACHER EDUCATION. (The broad Descriptor TEACHER
EDUCATION is used only for broad-ranging discussions or if further specificity is
not provided.)

1 t)
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ERIC MANDATORY 'EDUCATIONAL LEVEL' DESCRIPTORS
(Prows hue Imp 17sented Mallory 1975)

EARLY CHILDHOOD EDUCATION
Scope Not= Activities and/or experiences that are intended to effect deaelopmental changes in dtildren,
front birth through the primary units of elementary school (grades K-3).

00 PRESCHOOL EDUCATION
Scope Not= Activities mid/or experiences that are intended to effect developmental changes in
children, ftom birth to entrance in kindergarten (or grade 1 when kindergarten is not attended).

ami PRIMARY EDUCATION
Scope Note: Education movided in kindergarten through grade 3.

ELEMENTARY SECONDARY EDUCATION
Scope Note: Formal education provided in kindergarten or grade 1 thxough grade 12.

ELEMENTARY EDUCATION
Scope Note: &location provided in kindergarten or grade 1 through grade 6, 7, or S.

ADULT BASIC EDUCATION
Scope Note: Education provided for adults at the elementary level (through grade 8),
usually with emphasis on communkative, computational, and social skills.

PRIMARY EDUCATION
Scope Note: (See above.)

e INTERMEDIATE GRADES
Scope Note: Includes the middle and/or upper elementary grades, bin usually 4, 5, and 6.

SECONDARY EDUCATION
Scope Note: Education provided in grade 7, 8, or 9 through grade 12.

0 JUNIOR HIGH SCHOOLS
Scope Not= Providing formal education in grades 7, 8, and 9 less commonly 7 and 8, or
8 and 9.

HIGH SCHOOLS (Osanged fivrn "Senior High Schools" in March ./9&?.)
Scope Not= Providing formal education in grades 9 or 10 through 12.

HIGH SCHOOL EQUWALENCY PROGRAMS
Scope Note: Adult educational activities conceived with the preparation for and the taking
of tests which lead to a high school equivalency certificate, e.g., General Educational
Development program.

POSTSECONDARY EDUCATION
Se_ope Note: All educatioa beyond the secondary level includes learning activities and experiences
beyond the compulsory school attendance age, with the exception of adult basic education and high
school equivalency programs. (Before APR75, restricted to 'education beyond grade 12 and less than
the baccalaureate kvel.")

HIGHER EDUCATION
Scope Note: All education beyond the secondary level leading to a formal degree.

WO YEAR COLLEGES (Changed front "Junior Colleges" in Murk 1980)
Scope Note: Public or private postsecondary institutions ptcwiding at least 2, but less than 4, years
of academic and/or occupational education.

1 co
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NEONATES
Scope Note: Aged birth to apiroximately 1 month.

INFANTS
Scope Note: Aged birth to approximately 24 mouths.

YOUNG CI-ULDREN
Scope Note: Aged birth through approximately 8 years.

CHILDREN
Scope Note: Aged birth through approximately 12 years.

PRESCHOOL CHILDREN
Scope Note: Approximately 2-5 years of age.

ADOLESCENTS
Scope Note: Approximately 13-17 years of age.

OLDER ADULTS
Scope Note: Approximately 65+ years of age.

16013
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liAig/HIN2

Purpose

Major index terms are used for pire maara content. Other content aspects
(see "Things to avoid..." on next page) are assigned minor status. Major terms
are identified by an asterisk (*Descriptor; *Idertiffer).

Only major terms are found in the printed subiect kidexes of Re and Cklg.

Number

Each document/article must have at least 1 major Descriptor.

*No more than a total of 7 majors are allowed, counting Identifiers.
Remember the 6/1 or 5/2 rule (6 major Descriptors and I maior
Identifier are allowed, or 5 Descriptors and 2 Identifiers).

Fewer majors are usually desirable for narrowly focused topics.

Always recount your majors (asterisks) to avoid using too many.

Summary

Variety

Major Descriptors should summarize the document/article.

Use variety. Be adventuresome! Avoid more than two major Descriptors
beginning with the same word Qmportant for manual searching).

Scope notes

Watch the Thesaurus scope notes for instructions. Some SNs say "Do not
major unless subject of document'

ERIC Processing Manual APP-C-1 0 June 1992
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Things to avoid majoring

Unless they are the subject of a document, avoid majoring:

Very broad or moral Descriptors (e.g., TEACMRS, MODELS,
PROBLEMS) Mgr PROBLEMS should never be Indexed,

Period)

Educational level

Age level

Document form or type (e.g., LEADERS GUIDES,

WORKBOOKS)

Research methodology (e.g., COMPARATIVE ANALYSIS,

GRADUATE SURVEYS)

Populaticm groups or research subjects

Ethnic groups (4ag: Do not confuse the Descriptors
ETHNIC GROUPS and MINORITY GROUPS see
Thesataus scope notes)

Race
Religion
Nationality

Personnel groups or occupation

Socioeconomic status

Intelligence or ablity level

Physical/emotional characteristics

Sex (gender)
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DIgnaMENNQ

Objective

Avoid overindexing (or underindexing). Index the doctenent/artide in hand.
Don't make assumptions.

Consider orgy the most skinificant and essential concricts of a document/artide.

Example: if a 'sex' Descriptor (e.g., SEX DIFFERENCES) is used,
It's usually not necessary to also index to MALES and
FEMALES.

Minor Descriptors

Avoid peripheral topics. Restrict yourself to knportard ideas even when using
minor Descriptors; too many can be confusing. Indodng everything in a
document, even if only briefly mentiomd, will give a user false expectations of
the document content Too many terms will also cause false drops or hits in
searching.

Number of Descriptors

It doesn't hurt to keep the document's INV) in mind when judging the
appropriate number of Descriptors to assign.

Resumes with more than 20 index terms (Descriptors/Identifiers) should be
given a second look

BTs/NTs

Use the most specific Descriptors available - never automatically index °up° to a
higher or broader level Descriptor unless the broader term is equally the subject
of the document

Example: Don't use UBRARIES to index a document on PUBLIC
UBRARIES.

Sometimes, use of a BT together with several NTs is justified [ex: index to
"fruit" (major) if the document is about apples, oranges, grapes, grapefruit, and
kiwi (fruit), and also to each specific fruit name that is simificantly covered).

Very broad Descriptors should be avoided where possible, especially as majors.
(See discussion and list of "Excessively Broad Terms" in ERM Section
VILL5.b.(3).)

Examples: CURRICULUM, EVALUATION, READING, CHILDREN,
LANGUAGES.

1C;
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Use Identifiers for additional/supplemental speciflay, as appropriate.

Example:

STEAUNG is the most specific available Descriptor for
the Identifier SR:MIRING. if such an identifier is
majored, the =responding Descriptor should usualy
be minored.

DESC STEAUNG
IDEN 7'SHOPUFT1NG

yadiussibnicnemin may be indexed, provkied they faithfully reflect the
language of the document.

Examples:

if African-Americans or Afro-Americans is used by an
author, and this reflects the sibject of a document, then
AFRICAN AMERICANS or AFRO AMERICANS should be
used as an Identifier supplemented by Slack°
Descriptors, e.g.:

DESC Black Students; High Schools
IDEN -African Americans

If the words African-/Afro-Americans are mg used by
authors, neither should they be used by ERIC
indexers/abstractors/catalogers to describe those
authors' works.

If Chicanos or Chicanes is used In the document, use
CHICANOS or CHICANAS (or a derivative thereof) as an
Identifier and a *Mexican American* Descr*itor, e.g.:

DESC_Mexican Americans; Females
IDEN_Chicanas

DESC_Mexican American Education
IDEN_Chicano Arts; Chicano Studies

Similarfy, if an author prefers Native Americans to
American Indians, then NATIVE AMERICANS (or a
derivative) should be ail Iderlifkm supOemented by one
or more *American Indian° DescrOtors. (See the
discussion focused on American Indian Identifiers in
EPM Section VIII, Part 2.)

1616
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iffatiMagrai

Method

Assign methodology Descriptors If a substantial discussion of the method is
included, but not If It is simply stated that a particular method is used.

Examples: CORRELATION, COHORT ANALYSIS, MULTIVARIATE
ANALYSIS, COMPARATIVE ANALYSIS, TREND
ANALYSIS, QUESTIONNAIRES

Questionnaires

Use the minor Descriptor QUESTIONNAIRES and the Pubtype code 160 on ail
documents that indude the actual questionnaire. (See next section, PUBTYPE,
for further Information.)

Type of study

When indexing research documents, Include a Descriptor (minor) describing thetype of study.

Examples: CASE STUDIES, FIELD STUDIES, CROSS SECTIONAL
STUDIES, ETHNOGRAPHY, LONGITUDINAL STUDIES,
NATIONAL SURVEYS, STATE SURVEYS, SCHOOL
SURVEYS, FOLLOWUP STUDIES.

If a document talks in detail about how to conduct these studies, major the
Descriptor(s).

Surveys

Avoid use of the broad term SURVEYS when an apmpriate NT Is available,
e.g., NATIONAL SURVEYS, STATE SURVEYS, GRADUATE SURVEYS.

`Research" Descriptors

'Research° Descriptors and Identifiers such as READING RESEARCH,
COMMUNICATION RESEARCH, and LEGAL RESEARCH may be generally
avoided in indexing (especially as majors), since the Publicaticm Type usually
captures the concepts (e.g., PUBTYPE_143), unless, of course, *Research" is the IAutieg of the document. See next section for Pubtype reminders.

i
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Cataloging data field

Publication/Document Type (PUBTYPE J is a sepande field from the Descriptor
and identifier fields kt an ERIC document or lomat article restsne. See chart
on page 18 for all ERIC Publication Types and their codes.

How many?

Every doarnent must have at least 1 Pubtype code assigned.

Up to 3 Pubtype codes may be assigned. (ClilE articles are given no more than
2 since Pubtype 080 Is assigned automattally by the computer.)

Most documents can be described adequately with 1 or 2 Pubtype codes.

Cross-reference chart

Refer to the cross-reference chart (3 pages, beginning on page 19) if you are
unsure about which Pubtype to assign.

'Empty conteiners'

Some Pubtypes are pure forms or "empty corlainers' (Le., 010= books,
080-Journal articles, 180=speeches/conference papers), and an additional
more specific Pubtype may be appropriate.

Example: a Journal article (080) may be atso a
state-of-the-an study (070).

'ERIC publications' (Pubtype 071), while not quite so *empty," is vague enough
to warrant an additional Pubtype assignment in most instances.
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Clarifying wecificity

Pubtype codes on a downent/artkle rny be supplemented by Descriptors.

Use a specific Descriptor (usually mhlor) to clarify a Pubtype when appropriate.

Exempla: 160 and OUESTIOMAIRES when the actual
qtaistIonnalre/survey form is Includal.

160 and a "Tests° Wm [see MEASURES (INDMDUALS)
hierarchy] when the actual test instrument is Included.

143 and a "study` or "research` term (e.g., CASE
STUDIES, FIELD STUDIES, LANGUAGE RESEARCH).

120 and POSMON PAPERS.

090 and HEARINGS and the appropriate Congress
session Identifier (e.g., CONGRESS 102ND), on ad texts
of Congressional hearings.

090 and COURT UTIGATION (major) on summaries or
guides about school law cases; also, 120 on review
articles about those cases.

110 and 143, as wed as appropriate "survey* and/or
"statistime Descriptors, for statistical surveys that Include
a narrative report

GUIDES.050, 051, 052, or 055 (educational practitioner
materials) and a minor Descriptor to describe the type
of guide, e.g., GUIDEUNES, LESSON PLANS, STATE
CURRICULUM GUIDES, RESOURCE MATERIALS,
UNITS OF STUDY, INSTRUCTIONAL MATERIALS,
TEXTBOOKS, WORKBOOKS, FACULTY HANDBOOKS,
LABORATORY MANUALS, STUDY GUIDES, TEST

MANUALS.

*Exact match° Descriptors

Remember that you can't use certain Descriptors that exactly match a Pubtype
name (e.g.. BOOKS and 010), unless they reflect subject matter. Each carries
the following note in the Thesaurus: 'Corresponds to Pubtype >cc< do not use
except as the subject of a document."

See the chart at the bottom of page 21 for exact match Descriptors and
Pubtype codes.

16b.;
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PubtYpo 120 Viewpoints

to use.
Pubtve 120 often serves as a catch-all- Be sure It's the most appropriate code

Pubtype 140 group Reports

independently of each other.
Pubtypea /41, /42, and 143 shouki usually (but not always) be used

Cl /4;
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'ERIC GUIDE FOR ASSIGNING PUBTYPE CODES (A CROSS-REFERENCE FROM
SPECIFIC KINDS OF DOCUMENTS TO MOST APPLICABLE PUBLICATION

TYPE CODE)

PIMILICATION TYPE

PUBriPE CODE
MOST

APPLICABLE

Abstracts
Administrator Guides
Annotated Bibliographies
Annual Reports
Mayer Keys
Answer Sheets
Anthologies
[Archival Documents]
Maws
Audiodisks
Audiotape Recordings

*Audiovisual Aids
Autobiographies

*Bibliographies
[Bilingual Materials]
Bio9raphicat kwentories
BlograPhiss
[Book lists]

*Books
Book Reviews
Bulletins
[BYtawfi]

Cartoons
Case Records [or] Case Studies
Catalogs
Charts
Cheok Lists
[Chi Wrens Books]
Chi Idrens Literature
Chronicles
Citation Indexes
[Class Newspapers)
[Classroom Games]
[Classmom Materials]
Codes of Ethics
Mmics (Publications)
Computer Output Mcroli im

*Computer Software
Computer Software Reviews
[Concordances)

*Conference Papers
*Conference Proceedings

131
055
131
141
160
160
020
060
133
100
100
100
060

131

171

DSO (132)

131

010
072
022
090

100 (030)
141 or 143 or 140

132
100

130 or 160
010 and 030

030 010)
060 (020)

131

022
051 (100)
051 or 052

090
030
100
101

072 (142)
134
150
021

POILICATION TYRE

PUBTYPE CODE
MOST

APPUCABLE

[Conference Summaries]
Contacts
Course Descriptions
[Courtroom Transcripts]
[Creative Works]
Cunloulum Gtides

[Data Sheets]
Databases
Diagrams
Diaries
*Donaries
[Dictionary Catalogs]

*Directories
[Discipline Codes]
Discographies

*Motoral Dissertations
Documentaries
Drama

Editorials
Encyclopedias
[ERIC Digests in Full Text]
[ERIC IAPs]
Essays
[Evaluation Studies]

Facility Guidelines
Faculty Handbooks
Feasibility Studies
nirm9rachies
Films
Filmstrips
Flow Charts
Foreign Language Books
Foreign tanguao Films
Foreign Language Periodicais

Games
Glossaries
GraPhs
Guidelines

*Guides

021
090

052 Or 050 or 051
090
030

052 or 050 or 051

110 or. 130
102
100

120 (060 or 030)
134
131
132
090
131
041

100 f141)

124
130
073
071

120 or 030
142

055
055
142
131

100
100
100

010 (170)
100 (170)
022 (170)

030 or 103
134
100

050 or 052 or 055
050 or 051 or 052

or 055

FOOTTOOTIES:

1. An terms not in brackets nave been selected from the ERIC Thesaurv%.

2. Corwentions A or 8 - one or the other category is appropriate. depending on Item.

A end B two categories are appropriate.
A (8) - a second category might be appropriate. depending on dem.

- category and term are synonymous. Term should be used In Descriptor fleld only when It denotes subject matter.

3. These terms, like all other Descriptors identifying the form or type of a document, should be used as major Descriptors only *ben they represent

the subject of the daturnertt In hand.

Page1 of 3 Vinickated terms me nat Result:tors]

June 1992
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INDEXING HANDBOOK

1.61121f1AURIENE

Cataloging data field

Target Audience (AUD J, like PUBTYPE, is a separate field from the Descrigor

and Identifier fields. See chart on page 24 for ERIC's list of defined and

permissible Target Audiences.

Number

Not every document is assigned a Target Audience. The system average is

around 25%.

As many Target Audience designations as needed can be assigned to a single

document, provided that the designated audience names and an overall space

limitation of &I characters are adhered to.

Assignment

Use Target Audience saki If the document or article explicitly directs itself to an

audience, e.g., ...intended for school teachers...* *Don't guess who might
want a document.

Assume that Target Audience implies restrictiveness, thal its assignment

excludes the document's relevance to other groups.

Journals

Don't automatically assign a particular Target Audience to all items from a given

journal. Even If the journal is published by a research society, teacher
association, administrator organization, etc., each article should be judged

independently for Target Audience. Use of the Target Audience field is
appropriate only ff an article specifically mentions a particular audience.

Otherwise, the field should be left blank.

ERIC Processing Manual

16.1:L;
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INDEXING HANDBOOK

Practitioners

Remember that "AUD_Practkionere wfl be assigned atgomalically by the ERIC

computer when any of the narrower practkbner sub-category terms (e.g.,

Teachers) are assigned. This is differera from the %vay ERIC Descriptors work.

Researchers

SAUD...Researchers" shotid be used circumspectly; Its use can be generally

restricted to documents/articles that are so esoteric (technical) that they would

be of little interest to other audiences.

June 1992 APP-C-23 ERIC ?lacewing Manual
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TARGET AUDIENCE

Educational documents and journal articles are sometimes written for particular
audiences. ERIC currently identifies these audiences in a special 'Target Audience field
(data element). The field is used when an author dearly specifies an intended audience;
otherwise, it is left blank. For consistency, eleven (11) distinct audiences have been defined
by ERIC, as follows:

Policymakers

Researchers

Practitioners*

Administrators
*Teachers
Counselors
*Media Staff
Support Staff

Students

Parents

Community

Vote: The ERIC computer sistem
automatically adds the generic audience

Tractitionere to records cataloged by any of
the five `plactitionert sub-categories.

ERIC Ptveessing Manual APP-C-24 -lune 1992
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1121.1111E1ERS

Most Important rules

1. IAL Use the idertifier Authority LIM Try every possible way to
correlate a new concept with already existbg terms.

2. UFs. Don't use Thesaurus UFs as Identiktra

3. Majors. Maximum of 2 major Identifiers (with up to 5 major
Descriptors), or only 1 N the maximum 6 major Descriptors are used.

4. Format.

Use IAL precedents rather than meting or inventing unnecessary new
Identifiers.

When creating necessary new kiendiers, follow the IAL format for simllar
terms. Use the IAL Category Display to find parallel terms.

Remember the 50-character limit (including spaces).

No punctuation is allowed except left and right parentheses, not even
apostrophes. Enemies:

ADAMS V RICHARDSON
AMERICAS COMPETITIVE CHALLENGE
BENNETT (WIWAM J)

5. Acronyms. Acronyms are not allowed as a [lie. Some exceptions:
ERIC, UNESCO, USSR.

Potential Identifiers

*Don't be reluctant 0 u4e Identifiers! Always index the following when
they are the subjects of documents/articles:

institution or association names (don't index them if they merely
prepared the report, unless it is an official position paper or similar
statement of the institution)

School district names (use in lieu of public school names, unless the
latter are particularly significant)

College or university names



INDEXING HANDBOOK

Languages not in tiv Thesaurus

Tribes

Persons

Laws (enacted, not proposed)

a Geographic regions

Foreign country names (coordinated with the minor Descriptor
FOREIGN COUNTRIES watch out for ERIC's idiosyncrasies for
Canada and the U.K.)

Test mums

Computers/computer programs

Specific methods, theories, kieas, etc., not in the Thesaurus

New terms in the discipline or field not yet in the Thesaurus

Country names

Use DESC FOREIGN COUNTRIES (minor) and IDEN name of the country
(major or Minor, followed by city or other geopolitical subdivision, if appropriate,
in parentheses).

Refer to 1AL for proper format

Example: NORTH KOREA or SOUTH KOREA not KOREA

Use IDEN_UNITED STATES sparingly, usually for various subdivisions, e.g.,
UNITED STATES (SOUTH), or for overall comparisons with other countries.
Otherwise, it is Implied by its absence.

identifiers for Canada and the U.K. name the province or state, e.g., ALBERTA
(EDMONTON), ENGLAND (LONDON). Don't index CANADA or UNITED
KINGDOM alone unless you really mean the entire country. Don't index GREAT
BRITAIN unless you mean England, Scotland, and Wales, but not Northern
Ireland.

Don't use AFRICA (continent) in lieu of more specific African countries.

ERIC Pmeessing Manual APP-C-26 June 1992
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Geographic attribution

Organization names are generally followed by U.S. state or Canadian peovince
postai abbreviatbns, or by odor country names kr parentheses.

Examples: AMERICAN UNIVERSITY OF BEIRUT (LEBANON)
HARVARD UNIVERSITY MA
UNIVERSITY OF VICTORIA BC

Note the Canadian abbreviations:

Alberta AB
British Columbia BC
Labrador LB
Mankoba MB

New Brturswick NB

Newfoundand NF

Northwest Territories NT

Nova Scotia NS

Ontario ON

Prince Edward Island PE

Quebec PO

Saskatchewan SK

Yukon Territory VT

United Kingdom organizations are followed by one of the fow principal divisions, I
ff appropriate, i.e., (ENGLAND), (SCOTLAND), (WALES), (NORTHERN
IRELAND).

Avoid guesswori( in selecting organizational geographic locations. Whie the
locations of organizations/hIstitutions are often not specNically stated, miequate
dues usually exist in the document. Al locations should be verified in one of
the standard reference socuces cited kr EPM Section VIII, Part 2 (Category #17
discussion). If a location proposed by the indexer does not agree with that In
the standard reference, it probably means that the proposed location is
incorrect

School System? or City?

If the focus of a document is on a particular public school system, use the
school district name as an Identifier.

Example: NEW YORK CITY BOARD OF EDUCATION

If the focus is more on the school system's general locale, use the location itself

as the Identifier.

Example: NEW YORK (NEW YORK)

1 6 ?,
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Such Identffiers are majored when crucird to the contort of the doctanent.

&le: Names of specific public wade schools a* hth schools should nci be
indexed unless they're particulady outstanding; instant index the school
district's name.

Coordinate with Descriptors

To Index a specific concept, both a DescrOtor and an idertifier may be needed.

Example: DESC GAMES (minor) and IDEN_*CARD GAMES

Collections of documents

Sometimes unique identifiers are assigned to a collection of documents
important to retrieve as a group.

Examples: MUP CONTRACTS (major) for collective bargaining
contracts cofiected for ERIC by the American
Association of UrOversity Professors

NATIONAL DIFFUSION NETWORK PROGRAMS (minor)
for descriptions of proipams sponsored by NDN

Legislation

Use PROPOSED LEGISLATION for legislation that hasn't passed yet

Use name and date for legislation that has passed.

Example: MISSING CHILDREN ACT 1982

Use public law numbers only as a last resort. The name is preferable.

Example: PUBUC LAW 87 276

Include the number of the Congressional session on documents like House and
Senate hearings.

Example: CONGRESS 102ND

1623-
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MIKELLANEM

ERIC Digests

All ERIC Digests are indexed by the minor Descriptor 'ERIC Digests* (and
auk:pled Pt.titype 071).

Foreign countries

Use FOREIGN COUNTRIES (DescrOtor, minor) and the country name (Identer,
probably major) for documents about countries other than the U.S.

OualNy country names by parenthedical geographic stthdivisbn if appropriate,
e.g., MEXICO (MONTERREY), It Is usually more appropriate to cover smaller,
lesser-known geographic subdivisions in the abstTact.

When a domino* is about DEVELOPING NATIONS (and/or, when non-U.S.,
DEVELOPED NATIONS), At uses tt4s ce synonymous terndmiogy (e.g.,
`underdeveloped countrkis,* `third world", Index wth these Descriptors in
addition to FOREIGN COUNTRIES.

The Descriptor FOREIGN COUNTRIES may be majored when k is the broad
subject or when more than 2 country names are subject-Indexed (Le., more than
the maximum 2 major Identifiers).

Public vs. private education

Assign 'publics or *privale° Descriptors (e.g., PUBLIC EDUCATION, PUBLIC
SCHOOLS, PUBLIC COLLEGES, PRIVATE EDUCATION, PRIVATE SCHOOLS,
PRIVATE COLLEGES) on appropriate documents. Don't assume that It is
obvious to the user.

Languages

When indexing a language name, check first to see if it is a Thesaurus
Descriptor, i.e., in the LANGUAGES hierarchy. Then, look under 1AL category
#13.

For new language" Identifiers, call FL for advice, or use the following authorities:

Classification and Index of the World's Languages
by C.F. and F.M. Voegelin (Elsevier, 1977).

Ethnologue (10th edition), by Wycliffe Bible Translators (1984).

Documents on specific modem languages other than English, French, Getman,
Spanish, Italian, and Russian, are indexed with the Descriptor UNCOMMONLY
TAUGHT LANGUAGES along with the specific language name(s).

2
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Language vs. people

Distinguish between the name of i language arKI Ks speakers, and between
speakers of a language and thek giocyapNc location.

Examples: DESC JAPMESE refers to the languag3
DEWJAPANESE AMERICANS refers to Americans of

jipamese origin
IDEN JAPANESE PEOPLE Is self-evicted.

Foreign language speakers

If a document discusses speakers of languages other than EVIsh, use:

(Desc) SPANISH SPEAKING, (den) FRENCH SPEAKING, etc.,

OR

the specific language name itself (Desc or Men whichever way
it Is in the Thesaurus or 1AL),

OR

If the language Is unspecified, (Desc) NON ENGUSH SPEAKING.

Of course, (Desc) ENGLISH, (Iden) ENGUSH SPEAKING, etc., are also Indexed
when they are the Jaziesag of documerts.

The concept of "non-English speakers enrolled in classes for the purpose of
acqukIng EnOlsh" shotild be indexed by the Descriptzr ENGLISH (SECOND
LANGUAGE) in combination with SPANISH SPEAKING, NON ENGUSH
SPEAKING, etc.

The Descriptor LIMITED ENGUSH SPEAKING should be used when that
population is specifically discussed. Note that 'Non EnOish" and limited
English" are different populations and should be so distinguished in indedng
practice.

"Bilinguar population terms (Le., BIUNGUAL STUDENTS, BILINGUAL
TEACHERS, BIUNGUAL TEACHER AIDES) refer to those who know more than
one language, not to those acquiring a second language through BILINGUAL
EDUCATION or BILINGUAL EDUCATION PROGRAMS.



Foreign language documents

In the vast majority d foreirp language documents, the language ls not the
subject but merely the vehicle of communtation (e.g., a guide kt Japanese on
job safety). Marsh:we, do not use Descriptors h these cases to dencte the
language, but use the Language (LANG J

In those rare cases where a foreign language document also has the language

as its subject appropriate language Descriptors may be used.

u
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ERIC 1900 Kenny Road
Columbus, Ohio 43210-1090

Clearinghouse on Adult, Career,
Pbone: (614) 02-4353 (OH, HI, AK)

(800) 848-4815
and Vocational Education

INDEXING CHECKLIST

1. Are all concepts in the title and/or abstract represented in
the Descriptors (or Identifiers)?

2. Are Descriptors being used in accordance with their Scope
Notes and Term Displays?

3. Is a mandatory educational level term assigned if
appropriate? (See list on pages v-vi of Thesaunis Working
Copy.) Is it the most specific level term for the document?
(USUALLY SHOULD NOT BE MAJORED!)

4. Do the majored terms represent the emphasis of the document?

5. Are all appropriate concepts included in the indexing,
including those outside the scope of this Clearinghouse?

6. Has the "Rule of 7" been followed: maximum of 6 major
Descriptors (and 1 major Identifier, if used); ma 'ximum of 5
major Descriptors if 2 Identifiers are majored.

7. Do the Descriptors assigned conform with the Thesaurus as to
spelling, format, etc.? NOTE: although the Working Copy
lists everything in upper case, only the first letter of each
word in a Descriptor should be capitalizedexcept phrases
such as Futures (of Society); Trade and Industnal
Education.

Descriptors corresponding exactly to Pubtype Codes should be
assigned only if the subject 41 the document. (This rule
applies to minor as well as major use. See list on page viii
of 'Working Copy.)

9. Have NTs been posted along with BTs from the same hierarchy.
If so, are both levels n-uly appropriate? That is, does the
indexing match the level of specificity of the document?

10. Are very broad, top-of-the-hierarchy terms being used? (See
page 45, Section 7, Processing Manual.) Are other, more
specific terms more appropriate?

11. If foreign countries are discussed, is the Descriptor Foreign
Countries assigned?

CEN ER ON EDUCATION
AND TRAINING FOR EMPLOYMENT



12. Is the format of Identifiers as it appears in 4.he Identifier

Authority List? (See Processing Manual, Section 8, part 2,

when creating new Identifiers.)

13. Identifiers should have no punctuation. There is a 50-
character limit.

14. Are the Identifiers in alphabetical order?

15. For Congessional documents, is the appropriate Identifier

assigned (e.g., Congress 98th, Congress 100th)?

16. For ERIC Digests, is the Identifier ERIC Digests assigned

(and the pubtype 071)?

1Cdi
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Counseling and Personnel Services Clearinghouse

2108 Scnoot of Ec.,z3von, The UrstversiN of l'Alv"san

Ann Arbor, MoC- san 48104-1259 (313)7644492

INDEXING RULES - CG
General Rules

Number of Index Terms

12 for RIE and 10 for CUE (average)*
6 major descriptors and major identifier, or 5 major
descriptors and 2 major identifiers (maximum)*
Assign at least 1 major descriptor to every document
Avoid using or majoring - too many descriptors beginmng
with the same word (e.g.,"counseling)

*Don't try too hard to keep these numbers. Some documents don't require many index

terms. Better to keep numbers low than to put in unimportant terms.

2. Major/minor

Normally we do not major:
Educational Level (assigned first, before any other indexing is done)
Age Level
Document Type
Research Methodology
Subjects or population
Very broad or general descriptors

3. Population Terms

Irglex by specific Battered Women, Gifted, Eniployed Women
Ethnic Groups ationalities/Socioeconomic Status/Intelligence or Ability Level
Personnel Groups/Physical or Emotional Characteristics/Sag
Age level - age levels should be used as in ERIC categories - not necessarily

author categcgies

4. Educational Levels

Always use educational levels and population dewriptors together for research
ising student populations as subjects, e.g.: Higher Education and College
Students; Higher Education and Undergraduate Students.

Always use most specific educational level possible - paying attention to grade
level of population

Always include all grades of subjects may be necessary to use more than one
educational level descriptor (e.g., use of Intermediate Grades and /or Junior
High Schools to describe middle school populations)

5 Miscellaneous

Always use Foreign Countries as a mile," descriptor for documents/articles
about countries (populations included) other than the U.S.A., coordinating
the name (s) of the specific country/countries (and geographic sub-divisions)
in the Identifier field. Geographic identifiers may be major or minor as
appropriate.

liitij
ERIC
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Counseling and Personnel Services Clearinghouse
2'08 Scf'ool of E.oucat,on, The University of Michigan

Arczlr, MIc-igan 48109-1259 (33)764-9492

Scope Ana Rnks

Use most specific counseling term (s), e.g. adult, career, educadonal, family, individual,
maniage, nondirective, parent, peer, rehabilitation, school . See cotmseling Ineranty.

Always use most specific descriptor to identify educational level, popUlation, etc.,
without omitting any of the subjects. Use identifiers for additional/supplemental specificity,
as appropriate. Not necessary nor desirable to also index Males and Females when
indexing Sex Differences.

Always pay close attention to restrictions delineated in Scope Notes.
Types of Research: Use minor descriptors such as case studies, comparative analysis, trend

analysis, kmgitudinal studies, followup studies, national surveys, or state surveys when :is i.. to
facilitate retreivaL National Surveys, Rand Analysis, and Studies are . I helpful
in searching. Use Questionnaires (as a minor) and Ails= 1 it on documents that include tiv actual
survey instrument

**Do not think you can automatically index by terms used by authors. Take the time to
read scope notes to determine whether the author's term' lology is appropriate for indexing.
Some examples:

Anglo Americans - authors often use term to mean whites or white students.
Age Levels -"Older adults" sometimes doesn't mean Older Adults in ERICs
sense (one recent article used the term far those over 40).

IDENTIFIERS:

Always index the following types of identifiers when they're the subjects of documents
(use the IAL precedents):

Institution or association names (don't index them if they merelyprepare a
report, unless it is an official position paper or similar statement);

College or university names;
Persons;
Laws (enacted, not proposed);
Geographic Regions;
Foreign country names (be sure to note ERICs idiosyncrasies for Canada and

the U.K.);
Test names;
Computers and computer programs;
Specific theories, forms of counseling/therapy. ect., not found the Thesaurus;
New terms in the field, especially those being written about frequently. In

our case,such terms include Bereavement, Osteoporosis, Access to Health
Care, Acquaintance Rape, Child Protection, Informed Consent, Discharge
Planning, Computer Assisted Counseling, School Based Health Clinics

1tJ34
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IC
CLEARINGHOUSE ON READING AND COMMUNICATION SKILLS
Indiana Univvisity
Smith Research Center, Suite 150
2805 East Tenth Street
Bloomington, Indiana 47405
(812) 335-5847

CS In-House Indexing Procedures

1. Major and Minor Terms

a. Index concepts or terms (descriptors and identifiers)
must reflect the language and precedents of the ERIC
Vocabulary, i.e., the ERIC Thesaurus and IAL.

b. CS averages 10-11 descriptors and identifiers per
document. It depends very much on how narrow the focus
of the document is.

c. Maximum majors permitted are: 6 major descriptors and 1
major identifier, or 5 major descriptors and 2 major
identifiers.

d. Every citation must have at least 1 major descriptor,
and no more than 2 major identifiers. Fewer majors are
usually desirable for narrowly focused topics.

e. Index to the most specific term; never index up to
broader terms unless they're equally the subjects of
documents.

f. Index the document/article in hand -- don't make
assumptions.

The amount of indexing should reflect the size and
depth of the document/article, e.g., a large document
should almost certainly have more index terms than a
five page journal article.

h. Avoid overindexing and underindexing (see
"overindexing," item 8," below) -- consider only the
significant and essential concepts of the document.

i. Too many minor descriptors are confusing; use the most
important ideas. Accumulations of more than 20 terms
per document should be given a second look.

j. Be careful not to overload with more than two major
descriptors beginning with the same word (important for
manual searching).

k. Always look at the document's title before concluding
your indexing, to see if you've missed any significant
topic(s).

1666



1. Try to assume the seardher's point of view. Can the
specific topic(s) covered be retrieved by the assigned
index terms? Would an item retrieved by the assigned
index terms be relevant or useful?

2. Population Terms

a. Use descriptors to refer to the groups or individuals
studied or discussed in a document. These are normally
not majored unless they're the subject or an important
aspect of the document.

b. Types of terms that describe population include:

Educational level
(must be assigned if the document deals with it--
see item 3, below);

Age level;
Ethnic group

(race, religion, nationality);
Intelligence or ability level;
Physical/emotional characteristics;
Socioer:onomic characteristics;
Sex.

3. Educational Level Descriptors

a. Must be indexed if dealt wlth in a document.

b. Indexers should acquire the habit of assigning
education levelers first, before any other indexing is
done.

c. Always use the most specific educational level
possible.
EX -- Use Elementary Education for grades K-6 (students

aged approximately 5-12), Primary Education for
grades K-3 (ages 5-9), Intermediate Grades for
grades 4-6 (ages 9-12).

d. Minor when they describe the level at which something,
i.e., the document subject, occurs (the usual case).
EX -- A report on literacy among high school seniors.

e. Major only when the levels themselves are the subject.
EX -- Philosophy of, theory of, history of, important

legislation concerning.

f. Use specific grade descriptors, e.g., Grade 7, Grade 2,

in addition to educational level descriptors. However,
avoid indexing grade ranges (e.g., Grade 7, Grade 8,
and Grade 9) when they're essentially equivalent to a



level (i.e., Grades 7, 8 & 9 = Junior High Schools).

. If appropriate, more than one level may be assigned.
EX -- Intermediate Grades and/or Junior High Schools to

describe middle school populations; Higher
Education and Elementary Education to describe
preservice preparation for elementary school
teachers.

h. If there is no educational level, try to use an age
level.

i. See lists of educational level descriptors and age
level descriptors in Thesaurus front matter and in the
Indexing Handbook,

4 Form Descriptors

a. When indexing research documents (unless there is an
exact overlap with Pubtype codes), care is taken to
include a descriptor (minor) describing the type of
study, e.g., Case Studies, Field Studies, Cross
Sectional Studies, Ethnography, Longitudinal Studies,
State Surveys, National Surveys, School Surveys,
Comparative Analysis, Trend Analysis, Followup Studies.
If a document talks in detail about how to conduct
these studies, term(s) are assigned major. (See
Thesaurus front matter or Indexing Handbook for "exact
overlap" descriptors and associated Pubtype codes.)

When indexing educational practitioner documents or
guides, care is taken to include a descriptor (minor)
describing the type, e.g., Lesson Plans, State
Curriculum Guides, Resource Materials, Units of Study,
Instructional Materials, Textbooks, Workbooks, Faculty
Handbooks, Laboratory Manuals, Study Guides, Test
Manuals.

c. The minor descriptor Questionnaires and the pubtype
code 160 are used for documents that include the actual
survey instrument.

5. Identifiers

a. Identifiers are specific indexed entities that do not
appear in the ERIC Thesaurus.

b. Do not be reluctant to use identifiers, but avoid
making up words or using the author's terminology
indiscriminately. Names of more than one word must
follow a consistent spelling pattern, i.e., an IAL
precedent.



c. Always index the following types of identifiers when
they're the subjects of documents (using the IAL
precedents):

Institution or association names
(not indexed if they merely prepare a report,
unless it is an official position paper or similar
statement; avoid indexing public :school names
unless they're particularly sicaificant-- instead,
index the name of the school district);

College or university names;
Persons;
Laws (enacted, not proposed);
Geographic Regions;
Foreign country names

(coordinated with the minor descriptor Foreign
Countries -- ERIC'S idiosyncrasies for Canada and
the U.K. are followed);

Test names;
Computers;
Computer Programs;
Specific methods, theories, ideas, etc., not found in
the Thesaurus, e.g., Analogies, Author Reader
Relationship, Collaborative Learning, Cultural
Literacy, Editorial Policy, Entertainment,
Metaphysics, Plot (Fiction), Press Law,
Professionalism, Rhetorical Effectiveness, Riddles,
Right to Read, Romance Novels, Structuralism,
Supreme Court, Uncertainty Reduction, Vocal
Intensity;

New terms in the field, especially those being
written about frequently.

6. Target Audience

a. Use the audience field only when the document or
article explicitly directs itself to an audience, e.g.,
"...intended for school teachers..." Don't guess who
might want to use it.

b. Even if the article is in a journal published by a
research society, teacher association, administrator
organization, etc., only use the audience field when an
article specifically mentions a particular audience.
If not absolutely clear, leave this field blank.

7. Index Terms versus Terms in the Abstract

a. Indexed descriptors must actually be in the ERIC
Thesaurus (only main terms are indexable). Identifiers
must either be in the IAL or, if new, reflect the
precedents established by the IAL. (Thesaurus "use
references" are non-indexable even as identifiers.)

106z:



The abstract is reserved for the author's words, i.e.,
the actual language of a document.

b. Do not purposefully substitute ERIC index terms for an
author's terminology in the abstract.

Overindming

a. Vtry broad descriptors should be avoided where
possible, especially as majors.

EX: glarKigUlUM, EMAinatign, Reading, Speech, Childrsn.

b. Do not trivialize the indexing process by assigning
terns "automatically" in a certain way:

EX: Continual use of peripheral "population" terms
such as 'Ulm, Ye-males, (iden) $ale Female
Relationship, editors, (iden) Editor Rolf, (iden)
amminalista, (iden) Journalist Role, when the more
inclusive descriptors Sex Differences, Editing,
and Journalism adequately cover the subject.

c. Pubtype and methodology index terms such as
Correlation, ComparatiVe Analysis, Case IStudies,
Questionnaires, and /Surveys are assigned mingE status
to facilitate computer searching. Common errors to be
avoided in pubtype/methodology indexing include:

SIMOII=0 Use of the broad term Surveys when an appropriate
narrower term is available, e.g., National
Surveys, State Surveys, school Surveys.

Overindexing the descriptor Attitude Measures on
survey documents (a practice that deters utility
of the term for subject retrieval) instead of
appropriately coordinating ...Surveys with a
specific term from the Attitudes hierarchy, e.g.,
Reading Attitudes, Student Attitudes.

Overindexing such identifiers as "Historical
Background" and "Students as Subjects," especially
as majors; such indexing serves no useful purpose
and invalidates any subject-retrieval utility
these terms could have (i.e., nearly all research
documents contain background statements and most
[in ERIC] have students as subjects). Consider an
example.

A document "An Historical Study of Elementary
School Reading," incorrectly indexed with:

1i4tJ



DESC_*Elementary Education; *Reading
Instruction; *Reading Research

IDRN_*Historical Background; *Students as
Subjects

could be corrected as follows:

DESC_*Educational History; Elementary Education;
*Elementary School Students; *Reading
Instruction

IDEN_(None)
PUBTYPE_060; 143

1641
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UNIVERSITY OF OREGON

1N-HOUSE INDEXING GUIDELINES

ERIC Clearinghouse on Educational Management

DESCRIPTORS

System Averages (including identifiers): 12 for R1E documents; 10 for CUE
articles.

MAJOR DESCRIPTORS: At least one must be assigned to each document.
Remember that you can have 6 major descriptors and 1 major identifier. or
5 major descriptors and 2 major identifiers. Think of 5 and 2 or 6 and
1, Be sure to count the asterisks so that you do not use too many ma jars.
Try to have your major descriptors summarize the document.

Major/Minor

Unless the following are the subject of the document, do not major:
educational level, age level, form of document, and research methodolog
Watch the Thesaurus for terms that say "Do no major unless subject of
document."

For example, ANNOTATED BIBLIOGRAPHIES can be majored, BIBLIOGR A-
PHIES cannot even be used as a descriptor unless the document is about
writing bibliographies. (Use DT-----131)

Read the comments under the term in the Thesaurus. You will find some terms
that say USE--e.g. "Videotape Cassette Recorders," USE VIDEOTAPE CASSETTES
and VIDEOTAPE RECORDERS. Attempting to index with nonindexable USE
references is the most common indexing error made by new document an2ivsts

EDUCATIONAL LEVEL TERMS

Get into the habit of assigning educational level first, before any other
indexing is done. Much of our material refers to the K-12 grade level - us
ELEMENTARY SECONDARY EDUCATION. However, always use the
specific education level term possible. For example, use SECONDARY
EDUCATION for grades 7-12 (students aged approximately 11-18), or HIGH
SCHOOLS for grades 9-12 (students aged approximatel. 13-18).

MIDDLE SCHOOLS is a descriptor, but not an educational level term, so yoo
must also use JUNIOR 'i;:..71.1 SCHOOLS and/or INTERMEDIATE GRADES.

ERIC CLEARINGHOUSE ON EDUCATIONAL MANAGEMENT
1787 AGATE STREET EUGENE, OREGON 97403-5207 TELEPHONE (503) 686-5043

ifn Fara( Opp:Inning,. A firniatme .4 cc!arc frIlLtiotlort

1



EA 2

SPECIFICTTY and GENERALITY

Be specific but try to give the searcher a couple of paths to access the
information, e.g., for a research paper on principals, along with
Principals, one might use Administrator Role, Administrator Attitudes,
Administrative Policy, School Administration, etc. This will help the
person wanting principals only and also will help someone doing a broader
search of principals, superintendents, assistant principals, etc.

Watch the specificity of the document, i.e., an article on school law
discusses dismissal of personnel but never says teacher dismissal, so use
the broader term Dismissal (Personnel).

Descriptor-Court Litigation. Use as a major when it is a summary or an
administrator guide about school law eases; also use DT=090. Use as a minor
when discussing one or two court cases, make a judgment call on whether
Legal Responsibility or a similar descriptor is needed.

SPECIAL CASES

Use the descriptor Public Schools if the document or article refers to
something that could ONLY be at a public school; i.e. elected boards of
education. If it is about something that could also be applicable at a
private school; i.e., ways that teachers and administrators could have
better relationships, then only use the appropriate education level term.
If the title includes Public Education/Schools, i.e. The State of Public
Education in the U.S. today, then include Public Education or Public Schools
as a major term. Use Private Education, Private Schools, or an appropriate
narrower term (e.g., Parochial Schools) when that is the exclusive topic.
If the article compares and contrasts public and private schools, then use
both "public" and "private" descriptors.

IDENTIFTERS

Don't be reluctant to use idcntifiers.

Always index the following types of identifiers when they're the subjects or
documents (use the IAL precedents):

Institution or association names
(don't index them if they merely prepare a report.
unless it is an official position paper or similar
statement)

College or university names

Persons

Laws
(enacted. not proposed)

Geographic regions

41,



EA 3

Foreign country names
(be surc to note ERIC's idiosyncrasies for Canada
arid the U.K.)

Tess names

Computers

Computer programs
Specific methods, theories, ideas, etc., not found in

Thesaurus, e.g., Risk Management, Professionalism,
First Amendment

New terms in the field, especially those being written
about frequently

Maximum of 2 major identifiers. If the document is about a foreign countr y
(including Canada) always major the name of the country as an identiiier and
use Foreign Countries as a minor descriptor. In the rare case that the
document concerns 6 foreign countries, major the descriptor Foreign
Countries and, if appropriate, 2 of the 6 "country" identifiers. Note that
identifiers for Canada and the U.K. name the province or state alone,
followed by the city or other geopolitical subdivision in parentheses, just
as we do with U.S. states and cities. Don't say Canada or United Kingdom
unless it is about the whole country. Don't say Great Britain unless you
mean England, Scotland, and Wales, but not Northern Ireland.

Name of school. If it is a higher educational institution and an important
subject of the document, name it; if it is a specific public grade or high
school, it should not be named as an identifier unless it is really
outstanding. Instead, index the school district's name.

Name of school district. List as an identifier if that is an important
subject of the document. Look up the school district in the Identifier
Authority List to see how it is listed; if it is not there, look at the
Directory of Public School Systems in the U.S. and see how it is listed
since the naming system varies by states.

Except for parentheses, no punctuation in identifiers, even if it is used in
the title and the abstract. Law cases--use Jones v. Jones in the abstract.
but the Identifier would be Jones v Jones. Also look up court cases in

section 14 of the Identifier Category Display.

TARGET AUDIENCE

Cat3' the Target Audience field only if the article or document expli-
citl itself to an audience, e.g., ".. . intended for school
administrators ..." Don't guess who might want to use it. Even if the
article is in a journal published by an organization of administrators.
school board members, etc., only use the audience field when an article
specifically mentions a particular audience.

I



EA - 4

DOCUMENT TYPE

055 "how to do it" for administrators

141 how our school system does it

142 an evaluation of a teaching practice or change in school conditions

143 research paper with real data, i.e., a sample of 25 teachers,
interviews with 30 families; it doesn't have to meet strict
methodological sample design criteria

021 conference proceedings if it includes all of the papers or a summary

150 a single conference paper or speech. Cannot be used alone, usually
is also a 120 and/or a 143

022 serials. Use for publications that have the month and year on them

160 Use with the descriptor Questionnaires (minor) on documents that
include the actual survey instrument
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DEPARTMENT OF INFORMATION SERVICES
THE COUNCIL FOR EXCEPTIONAL CHILDREN

0

TERICl
THE ERIC CLEARINGHOUSE ON

HANDICAPPED AND GIFTED CHILDREN

INHOUSE INDEXING GUIDELINES

ERIC Clearinghouse on Handicapped and Gifted Children

1. EC documents are almost always indexed with one or more terms taken

from the attached list of exceptionalities. EC almost always majors

one or more of these exceptionality terms.

2. Sometimes euphemisms must be translated into descriptors, especially

in the area of mental retardation (e.g., moderately handicapped almost

always means moderate mental retardation); EC always refers to the

context of the document or article to make such a determination.

EC almost always includes the disability concept which appears in the

index terms in the abstract as well. However, while ir,lxed
descriptors must reflect the language of the Thesaurus, concepts
expressed in the abstract should reflect the actual language of the

document or article. EC checks to see if the index terms adequately
reflect all the concepts presented in the abstract.

4. EC assigns educational level descriptors first, before any other

indexing is done. EC alternately attempts to assign one or more age
level descriptors when educational levelers are inappropriate.

5. EC always relies on the text when there is a conflict between the

author's abstract and the text.

6. EC usually majors one or more (but no more than three)
exceptionalities. However, cal exceptionalities covcred significantly

by a document are indexed.

7. EC usually indexes the major term *Disabilities when a document talks
about more than three disabilities or the handicapped in general.

8. EC believes the usefulness of mandatory education level terms is
questionable when indexing documents or articles dealing with the
severely mentally retarded; in such instances, therefore, an age levei

descriptor is generally substituted.

THE COLACft FOR EXCEPTIONAL CHILDREN OPERATES THE ERIC CLEARINGHOUSE ON HANDICAPPED AND GIFTED CHWREN UNDER A CONTRACT
voTH THE OFFICE OF EDUCATTC NAt RESEARCH AND IMPROVEMENT, U S. DEPARTMENT or EDUCATION

1920 Association Drive. Reston, Virginia 22091 {703) 620-3660

-1L,41.0



9. EC reserves major descriptors for pure subject content. Other content
aspects such as methodology and document type are assigned minor

status. For instance, EC covers a fair amount of personal narratives
(e.g., "How I Coped with My Disability"). Documents such as these are

indexed with the minor descriptor Personal Narratives and generally

coded Pub Type 120. Narrations of personal successes by practitioners
are alternately coded Pub Type 052 or Pub Type 053, since the intent

is usually for others to replicate the practices.

10. EC believes that the amount of indexing should reflect the size and

depth of the document or article (e.g., a large document should almost

certainly have more descriptors than a ftve page journal article).

11. EC avoids indexing and especially majoring very general terms.

12. EC translates the concept profoundly hearing impaired and hearing

losses in the >75 db range to the ERIC descriptor Deafness.

13. EC uses the term Limited English Speaking rather than BilingualiJm for

handicapped speakers of limited English as a foreign language. Such

populations additionally require an exceptionality descriptor.

14. EC uses the term College Students (or an NT), the leveler Higher
Education (or Two Year Colleges), and an exceptionality descriptor
when indexing material dealing with disabled college students. The

exceptionality term may be majored or minored, as appropriate.

4110
15. EC adds the term Case Studies to single subject research studies (of

which there are a considerable number in special education), so that
they may be eliminated if the user is not interested in single subject

studies. Lately, however, we have also been using the identifier

Single Subject Research Design.

16. EC uses Accessibility (for Disabled) to cover a broad spectrum of

access, since the scope note includes programs as well as buildings.

We additionally use Physical Mobility or Visually Handicapped Mobility

to describe physical access.

EC uses the 160 pub type and the minor descriptor Questionnaires on
documents that contain the actual survey instrument,

18. EC attempts to index the broad concepts of each chapter in a book of
readings to assure adequate representation, e.g., a chapter that deals
with five or six major disabilities would be indexed under the broad
term Disabilities, and, if significantly covered, the specific

disability terms; a chapter on the gifted learning disabled would be
indexed under Gifted Disabled, Learning Disabilities, and the
identifier Gifted Learning Disabled. The broadest concepts for the

entire book would carry the majors.

q



Exceptionality Terms

ERIC Clearinghouse on Handicapped and Gifted Children

DISABILITIES
Disabilities
Severe Disabilities
Mild Disabilities
Congenital Impairments
Adventitious Impairments
Multiple Disabilities
Deaf Blind

PHYSICAL DISABILITIES
Physical Disabilities
Cleft Palate
Cerebral Palsy
Amputations

MENTAL RETARDATION
Mental Retardation
Mild Mental Retardation
Moderate Mental Retardation
Severe Mental Retardation
Downs Syndrome
Developmental Disabilities

LEARNING DISABILITIES
Learning Disab4"-"es
Language handicaps
Aphasia
Dyslexia
Attention Deficit Disorders
Perceptual Handicaps
Hyperactivltv
Neurological I'm.pai7ents
Minimal Brain Dysfunction
head inuries

7,:szaDr-Rs

Mental D'sorders
Emotional Disturbances
Neurosis
Psychosis
Autism
Schiconhrenia
Dencvlor Disorders

COMUNICATION DISORDERS
Communication Disorders
Reading Difficulties
Language Handicaps

SPEECH HANDICAPS
Speech Handicaps
Articulation Impairments
Cleft Palate
Delayed Speech
Voice Disorders
Aphasia
Stuttering

HEARING IMPAIRMENTS
Hearing Impairments
Deafness
Partial Hearing

VISZAI IMPAIRY-=S
Visual Impairmentc
Blindness
Pa--"/

G:771=

icademicaliv C;ifted

C:fted D'sabled
Creativity
Gifted Lea=ing Disabled

CEI:D ABUSE
Child Abuse

Sexual Abuse
(Child Abuse and Sexual Abuse
are used for "Child Sexual Abuse"'

EZST CCPY AVAILABLE



19. EC makes the following distinction between Individualized Education
Programs, Individual Instruction, and Individualized Instruction:
Individualized Education Programs (IEPs) are required by law and are
clearly prescribed. Individual Instruction is simply one-on-one
instruction; and Individualized Instruction may or may not be one-to-
one instruction.

20. EC reserves the term Special Education to index broad issues, trends,
and concev-,:, in the field. Special Education is not automatically
assigned to every document indexed by EC.



SPECIAL HEALTH PROBLEMS
Injuries
Diseases
Alcoholism
Allergy
Anemia
Sickle Cell Anemia
Anorexia Nervosa
Bulimia
Cancer
Communicable Diseases
Heart Disorders
Rubella
Veneral Diseases
Hospitalized Children
Homebound
Diabetes
Drug Addiction
Hypertension
Obesity
Occupational Diseases
Poisoning
Lead Poisoning
Seizures
Epilepsy
Asthma
Medically Fraale

NOTE: Underscored terms are Identifiers, not Descriptors.
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ERIC MC Clearinghouse on
Languages & linguistics

Chories Stonsfie id, Dire=
Jeanne Rennie, Assodate Director

ERIC Clearinghouse on Languages and Linguistics
INHOUSE INDEXING GUIDELINES

Indexer's Purpose: to find the concepts that best reflect the content of a document and
"translate" those concepts into appropriate descriptors (and identifiers, where appropriate),
so users may gain access and retrieve the information they need.

. . . 4.11.,1.1. 1/41. 4.1.1.4..40,.1.1.v..1.4.4..1..,%.15......4.4.11.4.-4.1.*. % ....... ,..a ..a. .4.4 4,4 4.8.0444444 440144 . 4.4 ,4.4.. 4 4 4.4

Rule 1: Descriptorslidentifiers must capture all the significant, essential ideas of the entire
document: the actual content, the main idea. Supplemental index terms (identifiers) are used
for specific entities and concepts that cannot be conveyed by descriptors. Index terms must
reflect the language and precedents of the ERIC vocabulary rather than the language and
vocabulary of the document.

Rule 2: Concepts must be indexed at their level of speccity. If a document refers to a
university-level second language program, the document should be indexed with College
Second Language Programs instead of Second Language Programs.

When in doubt about whether to use a particular term, ask yourself whether users
searching that term would want to see the document retrieved, or whether they

woad be disappointed.

Rule 3.1: All concepts of a document must be translated, wherever possible, into
appropriate ERIC descriptors, found in the ERIC Thesaurus. Descriptor vocabulary for
a given concept may not be the same as the vocabulary used in the document. It is
important, therefore, to use the Thesaurus to locate the descriptor that is closest in meaning
to the concept referred to in the document. Descriptors cannot be made up. All descriptors
must come from the ERIC Thesaurus.

A. Remember to index the mandatory education level descriptors first, before any
other indexing is done. For eyw document, ask yourself whether an educational level
descriptor should be assigned. If an educational level descriptor is inappropriate, consider
using an age level descriptor. Leveling descriptors should normally be minor.

B. Always ask yourself whether or not a document deals with a specific population
(e.g. ethnic group? socioeconomic status? nationality? intelligence or ability level? physical
or emotional characteristic? sex? personnel group?). Minor the population group
descriptor/identifier unless it is me specific subject of a document.

Rule 3-2: If you can't find a descriptor to fit a concept, check the Identifier Authority List
(IAL), All concepts of a document concerning specific entities or new terminology no:
found in the Thesaurus must be "translated" into appropriate ERIC identifiers, found in the
/AL. Don't be reluctant to use identifiers, but avoid making up words or using an author's
terminology indiscriminately. Names of more than one word must follow a consistent
spelling pattern, i.e., an 1AL precedent. No punctuation other than parentheses (for
qualifying) may be used.

Center for Applied Linguistia
1118 22nd Street, l4.44, Washington. DC 20037 siL (202) 429-9551



Always index the following types of identifiers when they are the subjects of documents:
*Institution or association names (not indexed if they merely prepare a report,

unless it is an official position paper, description of a particular progam, or
similar statement);

*College or university names (EX: University of Illinois Urbana Champaign--note
there's no hyphen between "Urbana" and "Champaign");

*Persons;
*Laws (enacted, not proposed);
*Geographic Regions;
*Foreign Country Names (coordinated with the minor descriptor Foreign

Countries-- be sure to note ERIC's idiosyncracies for Canada and the U.K.);
*Test names;
*Computers (EX: Apple Macintosh);
*Computer Programs;
Specific methods, theories, iden, etc., not found in the Thesaurus, e.g.,

Anaphora, Natural Order Hypothesis (Language), Biliteracy, Chicanos (also,
Chicanas) (note: Chicanos -as is "upindexed" to the descriptor Mexican
Americans, then carried additionally as a supplemental identifier);

New terms in the field, especially those being written about frequently.

Rule 4: Once descriptors have been found, they must be either majored (marked with an
asterisk *), or minored. At least one major descriptor must be assigned to every document.
Despite the total number of descriptors and identifiers used, the absolute maximum number
of majors is 6 major descriptors and 1 major identifier, or 5 major descriptors and 2 major
identifiers. It is important not to over- nor under-index. Very broad descriptors should he
avoided where possible, especially as majors. EX: Modern Languages; Languages;
Curriculum; Evaluation, etc. Descriptors such as Language Research , Statistical Analysis,
Statistical Data are generally avoided as well, since the publication type usually catalogs
the concepts (PUBTYPE_143 or PUBTYPE_110), unless, of course, Language Research,
etc., is the topic of the document.

Avoid over -indexin9 and- over-majorin9. Consider only the most
si9ni4icant and essentiai concepts of a document. lie conservative!!

ERIC/CLL's INDEXING IDIOSYNCRACIES

I. Documents on all modem languages except English, French. German, Spanish, hall Ili,
am? Russian, are indexed with Uncommonly Taught Languages in addition to the specific
language name. Major Uncommonly Taught Languages only when UCTs in general, or
when several specific UCTs or UCT families are the topic of a document.

2. Foreign countries are indexed as identifiers, with Foreign Countries serving as
mandatory descriptor. Country names are subdivided by parenthetical qualifiers, e.g.,
Mexico (Tijuana). Note that identifiers for Canada and the U.K. name the province or state
alone, followed by the city or other geopolitical subdivision in parentheses. Don't index
Canada or United Kingdom unless you mean the entire country. Don't index Great Britain
unless you mean England, Scotland, and Wales, but not Northern Ireland. Country names



are majored if they are the subject of a document. Tbe descriptor Foreign Countries may be
majored when it's the broad subject or when more than 2 country names are subject-
indexed (i.e., more than the maximum 2 major identifiers).

3. All documents dealing with foreign languages at the elementary school level should be
indexed with FLES .

4. English as a Foreign Language (Ek,L) and English as a Second Language (ESL) take the
same descriptor, English (Second Language). In the case of EFL, index the descriptor
Foreign Countries and the foreign country or countries referred to in the document as (an)
identifier(s).

5. Distinguish between the name of a language and its speakers. EX: Japanese is a
flelo:plix used to refer to the language; Japanese Americans is a skacripmr referring to
Americans of Japanese origin; Japanese People is an identifier that refers to the Japanese
living in Japan.

6. Minor descriptors such as Correlation, Comparative Analysis, and Case Studies should
be used if appropriate to a document to facilitate computer searching. Questionnaires
(minor) is used with PUBTYI3E_160 for documents that include the actual survey
instrument. Avoid using the broad term Surveys when an appropriate narrower term is
available, e.g., National Surveys, State Surveys, School Surveys.

7. Journal writing as a technique to improve writing skills takes the descriptor, Student
Journals and/or Journal Writing, not the descriptor. Diaries.

8. Use English Instruction for the teaching of native speakers of English only.

9. Second Language Instruction and Second Language Learning should be majored only
when the specific topic of a document. More specific descriptors should be majored, e.g.,
Suggestopedia, Communicative Competence (Languages), Language Tests, etc. Major
Second Language Learning when the topic of a document is "Second Language
Acquisition."

10. The descriptor, Language Acquisition, should be used only when referring to native
language acquisition.

11. For descriptions of foreign language programs, use more specific descriptors like
Immersion Programs or College Second LanguagePrograms when appropriate instead of
Second Language Programs.

12. A concept derived from, for example, linguistic theory need not be written as a new
identifier. EX: A document on "Generalized Phrase Structure Grammar" may be indexed
with the descriptors, Phrase Structure and Transformarbnal Generative Grammar. It is
important not to make up new identifiers indiscriminately. Look up the word or phrase in
the IAL first. Tiy every way to correlate the new concept with already existing descriptors
or identifiers.

13. The term Aspect" in gammar does not refer to tense of verbs, but rather to the
temporal constituency of a situadon. The descriptor, Tenses (Grammar) should be avoided
when the document refers to "Aspect" of verbs, unless "tense" of verbs is also discussed.
Use the identifier, Aspect (Verbs) for these documents.



CATALOGING

Levels: For Level 3 documents, photocopy the cover page, ISBN and availability page,
table of contents, preface or introduction pages and send toFacilitywith shipment. Number
of pages must be included in Level 3 citations, e.g., PAGE_129.
Level 2 documents that have reproduction problems must state the situation in the Note
field, e.g., "Print marginally legible." (See EPM, Secdon V. "Descriptive Note," for
additional examples.)

Title field: For journals in R1E, put title, volume, and number of journal in title field and
in the journal field if entire journal is entered. If only one article is entered, put the name of
the article in the title field and the journal name, volume, number, pagination, and date in
the journal field. Usually, "Volume" and "Number" are written out if part of a main title,
and abbreviated "Vol." and "No." in a subtitle, but catalogers are generally encouraged to
follow the format given on the journal cover or tide page.

Note field: Analytics!!! The things that drive Carolyn up the wall! The latest information
from the Facility in cataloging sibling documents for analytics (not in the EPM) is: (1) do
not include individual page numbers; (2) do not include city and publisher ; and (3) do
not include the FL numbers for related documents; (4) do include only the date of the
parent document followed by a semicolon, followee by its FL No. [" see FLxxx xxx."
For the parent document, do refer to individual articles; EX: "For (selected)
individual papers, see FLxxx xxx-xxx."
OTHER: Put period at end of note field. Refer to physical layout of document when
appropriate: ["NOTE_Small light print may not reproduce clearly."]

Pubtype: 022 for series

Inst: a series title may or may not have an institutional source (individuals do not generally
publish series)

Geo: In documents from England, the GEO_ field should read: United Kingdom;
England. Documents from Australia and Canada should read: either Australia or Canada,
followed by the nanw of the specific province or territory, e.g., Australia; Australian
Capital Territory. Identifiers for Australia are formed with the country name, followed by a
city or other unit in parentheses, e.g., Australia (Brisbane). Identifiers for Canada and the
United Kingdom, however, are structured by province (Canada) or major political dividion
(U.K.), e.g., Quebec (Montreal), England (London). Use identifiers Canada or United
Kingdom only when the topic is the entire country. Don't use Great Britain as an identifier
unless the topic is the island of Great Britain, i.e., including England, Scotland, Wales, but
excluding Non hern Ireland. Consult the 1AL for additional appropriate forms.

Avail: For journals that go into RIE, don't use semicolons in entry. An individual's name
is rarely included with availability address. Read release form carefully, for it may contain
more up-to-date availability information than is indicated in th document. Include UMI
availability when indicated on the release form (usually Level 3 documents); show order
number where available, but exclude UM1 prices since they change frequently. EX:
AVAEL_University Microfilms International, 300 N. Zeeb Rd., Ann Arbor, MI 48106
(Order No. 88-14955). For journals not available through UMI, list complete ordering
information, including price if available. EX: AVALL_Cambridge University Press, 32 E.
57th St., New York, NY 10022 (institutions- $34.00, indhlduals- $20.00).



For foreign journals entered in RIE, translate cover page and any other pages with
availability information.

Descriptors/Identifiers: see guidelines for ladexing

Abstracts: An opening statement summarizes the content of the document. Further
statements may make references to appendices, survey, sample lesson plans, materials, etc.

Punctuation: Prepositions in titles are in lower case; Identifiers do not take punctuation
(except parentheses). Rules of punctuation with quotation marks are as follows:

"This is a sentence."
"This sentence,"
"This sentence..." ;
"This sentence":

1056



INDEXING HANDBOOK

INDEXING PRACTICES

OF THE

ERIC CLEARINGHOUSE

ON

HIGHER EDUCATION

Prepared by

Lynn Barnett

May 1989

1 5u

June 1992 APP-C-71 ERIC hocessiag Manual



4

1 ERIC EDUCATIONAL RESOURCES INFORMATION CENTER

ft# Clearinghouse on Higher Education

THE GEORGE WASHINGTON UNIVERSITY

INDEXING GUIDELINES

1. Use the most recent edition of the working copy of the Thesaurus.

BASIC:

2. Use the most recent edition of the Identifier Authority List. Write in additions as
you use new identifiers.

3. Keep your Thesaurus and !AL in a single notebook so you can refer to both at
once.

4. identify major descriptors and identifiers with an asterisk

NUMBER:

I . System average is 12 terms for RIE and 10 for CUE, including both
descriptors and identifiers. Index to the content level of the particular
document or article.

2. Assign at least 1 major descriptor to every document or article.

3. Watch for too many majors. The total can't exceed 7 (5 descriptors and 2
identifiers or 6 desc and 1 iden).

10 u
1
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MAJOR/MINOR DESCRIPTORS:

1. Be careful not to overload with more than two major descriptors beginning with
the same word (important for manual searching).

2. Unless the follow:ng are the subject of the document, do not major:

educational level (see discussion below about the concept of 'higher
education"). Assign first, before any other indexing is done.

age level

form of document (e.g., pubtype-type descriptors)

research methodology (e.g., COMPARATIVE ANALYSIS, GRADUATE
SURVEYS). Avoid use of broad term SURVEYS whenever possible.

population studied (e.g., MINORITY GROUPS, COLLEGE PRESIDENTS)

very broad or general descriptors (e.g., PROGRAM DESCRIPTIONS,
TABLES (DATA), MODE:S)

3. Always use FOREIGN COUNTRIES as a minor descriptor for
documents/articles about countries and populations other than the U.S. Also
use the specific country name (and geographic subdivisions) as a major or
minor identifier as appropriate.

Use the descriptor DEVELOPING NATIONS (used for 'Third World"), in addition
to FOREIGN COUNTRIES, only when the subject is national or international
social and economic development. DEVELOPING NATIONS is a socioeconomic
concept and should be used only in that sense (e.g., don't use it for 'Teaching
Reading in the Sudan,' unless the idea is reading for economic development,
etc .)

DEVELOPING NATIONS, when used, is often a major descriptor.

The descriptor DEVELOPED NATIONS (i.e., industrialized countries) also
a socioeconomic term, may also be indexed along with FOREIGN
COUNTRIES when appropriate.

Both DEVELOPING NATIONS and DEVELOPED NATIONS may be
major or minor descriptors, depending on the document.

11461
2



EDUCATIONAL LEVEL

1. HIGHER EDUCATION should be on nearly every document unless it is totally
uncalled for and no level is applied, or if POSTSECONDARY EDUCATION is
more appropriate.

2. POSTSECONDARY EDUCATION should be on documents that include
discussions of technical institutes or proprietary schools as well as two- or
four-year colleges. POSTSECONDARY EDUCATION should not be used on
documents dealing with American two- and four-year colleges only. (Use
HIGHER EDUCATION on them.)

3. Include TWO YEAR COLLEGES when that concept is important to the
document. Use it without H 3HER EDUCATION if a document refers to just
two-year colleges or associate degree programs. (Such documents are
typically indexed by the JO Clearinghouse, but sometimes they come to HE as
part of a series or part of the ASHE conference papers, which we put in RIE
as a group.)

4. Look over foreign documents/articles carefully. Many times the descriptor
POSTSECONDARY EDUCATION is better than HIGHER EDUCATION, especially
for non-U.S. materials referring to 'colleges' or other 'tertiary education'
institutions that may not offer four-year or higher professional degrees. Note
that the concept of 'universities', however, is more universal and materials
referring to "universities" generally can be indexed with HIGHER EDUCATION.

'COLLEGE' TERMS

1. Rarely use the single-word descriptors COLLEGES or UNIVERSITIES. Use a
"college" or 'university' term.

2. Use the descriptor HIGHER EDUCATION as a major when the
state of higher education as a whole is addressed. An example
is a document titled 'Colleges Need to Find Solutions to Today's
Problems.'

3. When a relevant specific 'university' descriptor cannot be found, use the
closest 'college' term (e.g., COLLEGE STUDENTS for 'university students").
When a relevant specific 'college' descriptor cannot be found, use the closest
"school" descriptor (e.g., SCHOOL SECURITY for 'campus security"). Note
concepts that may be candidates for new "college' descriptors.

4. Use the appropriate "teacher' descriptor if the specific "faculty' descriptor is
not in the Thesaurus (e.g., use TEACHER ATTITUDES for 'faculty attitudes").

5. Avoid an "educational° term if a 'college" term is available (e.g., use
COLLEGE PLANNING rather than EDUCATIONAL PLANNING).
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INSTITUTIONAL OR STUDENT TYPE

1. Always identify the type of institution as specifically as possible. Use such
descriptors as BLACK COLLEGES, PRIVATE COLLEGES, STATE
UNIVERSITIES, SMALL COLLEGES, RESEARCH UNIVERSITISS, URBAN
UNIVERSITIES. These descriptors will usually be minor. (See COLLEGES in
the Thesaurus hierarchical display.)

2. When a document .dentifies a snecific studer: type, use the relevant specific
descriptor(s) (e.g., MEDICAL STUDENTS, GRADUATE STUDENTS, COLLEGE
TRANSFER STUDENTS, COLLEGE FRESHMEN, UNDERGRADUATE STUDENTS,
etc.) and not the broad term COLLEGE STUDEI"TS.

FORM DESCRIPTORS

1. Use QUESTIONNAIRES (as a minor) and pubtype 60 on documents that
include the actual survey instrument.

2. Include as minor descriptors such terms as CASE STUDIES, STATE SURVEYS,
NATIONAL SURVEYS, SCHOOL SURVEYS, COMPARATIVE ANALYSIS, TREND
ANALYSIS, FOLLOWUP STUDIES, or LONGITUDINAL STUDIES when
appropriate, in order to facilitate retrieval. If a document talks in detail about
how to conduct these studies, major the descriptor.

MISCELLANEOUS

Assign the descriptor FOREIGN COUNTRIES (minor) to documents about non-
U.S. countries and populations, and an identifier (usually major) to indicate the
country name. Qualify the country name with a geographic subdivision, as
appropriate -- e.g., MEXICO (MONTERREY).

2. Use COURT LITIGATION for anything discussing court cases. Make a
judgment call on whether LEGAL RESPONSIBILITY or a similar descriptor is
needed.

3. Use SCHOOL HOLDING POWER and/or ACADEMIC PERSISTANCE for student
retention. "Dropout descriptors may or may not be relevant.

4. Use EDUCATIONAL FINANCE sparingly, only for broad discussions. Instead,
refer to 'financial' or "costs"' descriptors. Major it even more sparingly.

5. Use the identifier PAYING FOR COLLEGE for documents on how to finance a
college education.

4



6. Use POSTSECONDARY EDUCATION AS A FIELD OF STUDY only when the
document is about master's or doctoral programs or curriculum in such areas
as higher education administration or college student personnel service (also
known as "student affairs"). Use of this term should be rare.

7. Descriptors must be in the ERIC Thesaurus. Identifiers must either be in the
IAL or, if new, reflect the styie of similar terms in the 1AL (e.g., college names,
court cases, etc.)

8. In the abstract, don't 'translate' the author's language into descriptor
terminology. The abstract is reserved for the author's own words (the actual
language of the document). This gives the searcher more options for finding a
concept, especially something new that hasn't evolved yet into "educationese."

IDENTIFIER'S' -- Refer to the Identifier Authority List (IAL).

1. Always index the following types of identifiers when they're the subjects of
documents:

college or university names (many HE documents have this type of
identifier) -- e.g., MIAMI UNIVERSITY OH

association or organization names (but don't index them if they merely
prepare the report, unless it is an official position paper or similar
statement)

test names (e.g., GRADUATE RECORD EXAMINATIONS)

geographic regions (e.g., UNITED STATES (SOUTH), CARIBBEAN).

foreign country names (e.g. FRANCE; AUSTRALIA (BRISBANE)).

Be sure to note ERIC's idiosyncrasies for Canada and the United
Kingdom. Identifiers for Canada are structured by province, e.g.,
QUEBEC (MONTREAL). Those of the U.K. are structured under one of
four geopolitical divisions, e.g., ENGLAND (LONDON); SCOTLAND
(EDINBURGH); WALES (MONMOUTHSHIRE); NORTHERN IRELAND
(BELFAST). Use identifiers CANADA and UNITED KINGDOM only when
the topic is the entire country. Don't use GREAT BRITAIN as an
identifier unless the topic is the island of Great Britain (i.e., including
England, Scotland, and Wales, but excluding Northern Ireland).

persons

laws (enacted, not proposed)

computers/computer software

ti3 4
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specific methods, theories, ideas, etc., not found in the Thesaurus
(e.g., SUPPLEMENTAL EDUCATIONAL OPPORTUNITY GRANTS;
PARENT LOANS FOR UNDERGRADUATE STUDENTS; TINTO METHOD;
ENVIRONMENTAL SCANNING).

new terms in the field1 specially those being written about frequently -
- in our case, terms like CULTURAL LITERACY; PARTNERSHIPS IN
EDUCATION; STRATEGIC PLANNING; LOAN DEFAULT; TUITION
PREPAYMENT; PAYING FOR COLLEGE; COST CONTAINMENT

2. Sometimes unique identifiers (usually major) will be assigned to a collection of
documents important to retrieve as a group. Examples are:

'AAUP CONTRACTS (for collective bargaining contracts collected for
ERIC by the American Association of University Professors);

*ASHE ANNUAL MEETING (for papers presented at the conference of
the Association for the Study of Higher Education, and submitted to
ERIC in lieu of a published proceedings);

These specific identifiers will be noted on the processing sheet that
accompanies each document.

3. Some documents that are part of a publication series have a standard
identifier. For example, the American Association of Collegiate Registrars and
Admissions Officers (AACRAO) submits 'country' reports that describe a
foreign country's education system and that are designed to help colleges
place foreign students property in American institutions. They are indexed with
the major descriptor *STUDENT PLACEMENT and two major identifiers: country
name (e.g., *SAO) and *FOREIGN EDUCATIONAL CREDENTIALS. (This latter
could become a descriptor.)

LB/5-89
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ERIC Ckaringhouse on information Resources

030 Huntington Hall

Syracuse University

Syracuse, NY 13244-2340

(315) 423-3640

School of Education /School of Information Studi.s

SPRCIAL INDEXING IN TEE ERIC CLEARINGHOUSE
ON INFORMATION RESOURCES

DESCRIPTORS

Computer Assisted Instruction: UP computer-based instruction
instructional uses of computers
computer-based learning (grit.)

Computer Managed Instruction:

Computer Uses in Education:

Computer Oriented Programs:

Instructional Development:

use when the computer system is used
to monitor progress, prescribe
instruction, etc., but not for the
delivery of instruction.

use ONLY when BOTH instructional and
administrative applications are
involved.

we almost never use this term; we
used to use it as we now use
Computer Uses in Education.

Note: most computer docs/articles added to
ERIC in recent years concern
"personal computers" or "micros,"
but, because such words are often
not in an author's text, the indexer
isn't reminded to index the term
Microcomputers. We try to alert
users that searches using the
descriptor Microcomputers may be too
restrictive and lead to
unrepresentative results.

ID includes the whole process from
needs assessment through the design,
production, and formative and
summative evaluations of
instructional materials/programs.

6 ;*
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Instructional Design:

Educational Technology:

this more limited concept is
concerned with the design of
teaching materials and
selection of appropriate teaching
methods.

includes both Instructional
Development and Instructional
Design as well as the use of
audiovisual materials, computers,
programed learning, etc. We use it
only for documents/articles that use
the term, i.e., if there is not a
more precise term (Multimedia
Instruction, Audiovisual
Instruatign, etc.). The term
Information Technology is frequently
used in documents that talk about
Educational Technology, and
frequently, these documents wind up
focusing on computers. It all gets
very interesting. . .

Academic Libraries: used for college and university
libraries in general.

College Libraries: used for a specific academic
library.

Note: the mandatory level descriptor
Higher Education is used with both
of these terms.

Learning Resources Centers:

Online Cacalogs:

Online Searching:

this is used for library media
centers in both K-12 and
community/junior colleges. The
appropriate level descriptor is used
with the term. If School Libraries
is the term used in an article or
document. we use that term.
Sometimes we use both. .

this is used in preference to
Library Catalogs and Online Systems,
which we used before this term
graduated to descriptor status. It
is also used for Online Public
Access Catalogs.

this is used in preference to
Information Retrieval if the
searching is indeed being done
online. (We used to use
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Idbrary Automation:

IDEbniFIZNS

Information Retrieval and Online
Systems for this concept.) But
Information Retrieval can be used
more generally, as can Search
Strategiss.

refers to the use of c.omputer
systems in libraries for management
(e.g., circulation, statistics) as
well as online catalogs. This might
be the equivalent of "Computer Uses
in Libraries". . .

Identifiers are specific indexed entities that do not appear in the
ERIC Thesaurus. We always index the following types of identifiers when
they're the subjects of documents (using the IAL precedents):

Institution or association names
(not indexed if they merely prepare a
report, unless it is an official position
paper or similar statoment);

College or university names;
Persons;
Laws

(enacted, not proposed);
Geographic Regions;
Foreign country names

(coordinated with the minor descriptor
Foreign Countries--ERIC's idiosyncrasies
for Canada and the U.K. are
followed);

Test names;
Computers;
Computer Programs;
Specific methods, theories, ideas, etc., not

found in the Thesaurus, e.g., Boolean
Logic, Hawthorne Effect, Information
Society, Learner Control, Screen Format,
Weeding (Library);

New terms in the field, especially those being
written about frequently.

1Ct
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UNIVERSIiY OF CALIFORNIA, LOS ANGELES UCLA

BERKELEY DAM IRVINE LOS ANGELES RIVERSIDE SAN MECO SAN FRANCISCO

ERIC CLEARINGHOUSE FOR JUNIOR COLLEGES
INDEXING PRACTICES

I. GENERAL

A. Numbgr gf indejs Terms

SANTA BARBARA . SANTA CRUZ

I ERIC e CLEARINGHOUSE FOR JUNIOR COLLEGES
8118 MATH-SCIENCES BUILDINC

403 HILCARD AVENUE
LOS ANGELES, CALIFORNIA 90024

(213) 825-3931

1. Averages across the ERIC system are 12 for RIE
documents and 10 for CIJE journal articles,
including both descriptors and identifiers.

2. Index as specifically as possible while avoiding
peripheral topics. Generally, citations with more
than 20 descriptors deserve a second look.
Consider the user's point of view by asking, "Can
the specific topic(s) covered be retriclved by the
assigned index terms? Would an item retrieved by
the assigned index terms be relevant or useful?

B. Number of Majors

1. The maxim= number of major index terms is 7, split
into either of the following: 6 major descriptors
and 1 major identifier, or 5 major descriptors and
2 major identifiers.

2. Narrowly focused topics may need fewer than 5 or
6 major descriptors.

3. Always assign at least 1 major descriptor.

C. Educational Level

1. For most documents, TWO YEAR COLLEGES will be
assigned as the Educational Leveler.

2. Assign HIGHER EDUCATION to those documents that
address articulation and transfer between two- and
four-year colleges.

3. Assign POSTSECONDARY EDUCATION to documents that
addrass short-term, non-degree, college-level
education, e.g., contract courses wit:A Industry,
terminal vocational education of less than two
years, and community education programs. Assign
also to documents addressing technical institutes
and proprietary schools as well as two- and four-
year colleges.

4. For documents dealing with articulation between
high schools and two-year colleges, also add HIGH
SCHOOLS as a leveler,

1



5. For two-year college programs that are not college-
level, ADULT EDUCATION or ADULT BASIC EDUCATION may
be more appropriate.

D. Age-Level Descriptors

1. We don't typically assign age-level descriptors.
2. We use ADULTS or ADULT LEARNING or ADULT STUDENTS

(with ADULT EDUCATION or ADULT BASIC EDUCATION)
on documents with major androgogical leanings.

3. Some two-year colleges operate programs for
seniors (for which OLDER ADULTS, YOUNG OLD ADULTS
and/or OLD OLD ADULTS is appropriate).

E. Publication Type Descristors.

1. Unless there is an exact overlap with PUBTYPE
CODES, we assign publication type descriptors on a
regular basis, particularly to identify study type;
e.g. VOCATIONAL FOLLOWUP, GRADUATE SURVEYS,
LONGITUDINAL STUDIES, PROGRAM EVALUATION,
QUESTIONNAIRES, FOLLOWUP STUDIES, SCHOOL SURVEYS,
COMMUNITY SURVEYS, etc. Unless the document talks
in detail about how to conduct these studies, the term
will be assigned as a minor descriptor. If a
questionnaire is included in the document, assign 160
as PUBTYPE and assign QUESTIONNAIRES (as a minor) asAmk
a DESC.

F. Research Methodoloqy Descriptors

1. We assign methodology descriptors if a substantial
discussion of the method is included, but not if it is
simply stated that a particular method is used (e.g.,
COHORT ANALYSIS, MULTIVARIATE ANALYSIS, etc.)

G. PopukAtion Terms

1. We index all disaggregated ethnic groups, also
assigning MINORITY GROUPS or ETHNIC GROUPS, for
more than three groups. laHNIC GROUPS or MINORITY
GROUPS may also be used alone if specific groups
aren't delineated.

2. Our most commonly used population term is TWO YEAR
COLLEGE STUDENTS. We major it and other
descriptors such as STUDENT ATTITUDES, STUDENT
CHARACTERISTICS, and ENROLLMENT TRENDS, if these
are major variables in the document.

3. We identify the personnel group as specifically as
possible (ADMINISTRATORS, COLLEGE PRESIDENTS, ACADEMIC
DEANS, COLLEGE FACULTY, SCHOOL PERSONNEL.)

4. Other population characteristics that may need to
be indexed are socioeconomic status, ability level,
and other personal/demographic characteristics.
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H. Yoreign Countries

1. We assign FOREIGN COUNTRIES to every document about
a country other than the U.S., adding the name of
the country (and geographic subdivisions) to the
IDEN field, usually as a major. We also assign
DEVELOPING NATIONS and/or DEVELOPED NATIONS if the
subject is national or internatio:Ial social and
economic development.

I. Identifiers

1. We use the name of a state as a major identifier
if the study/data is/are statewide.

2. We always index country names other than U.S.,
along with the descriptor FOREIGN COUNTRIES,
when they are the subjects of documents.

3. We use the name of a school or organization as an
identifier, if the school or organization that is
the focus of the document is not also the INST or
SPON. In cases in which the school/organization is the
principal focus of the document (e.g., The History of
the American Association of Community and Junior
Colleges), the Association may be both INST or SPON and
IDEN.

4. For laws, tests, people, regions, etc., we assign
an IDEN only if a significant topic of the document.

5. Before using Descriptor-like Identifiers, we make sure
that there isn't an existing descriptor that adequately
covers the topic.

J. When in doubt, we check to see how a similar document has
been indexed. If the possibility of scope overlap
exists we pay particular attention to how other Clearing-
houses have dealt with the topic.

II. SCOPE AREA

1. Institutional Settinq

We identify the type of school as completely as possible
a. Use TWO YEAR COLLEGES on most documents -- add

COMMUNITY COLLEGES or TECHNICAL INSTITUTES or
appropriate colleges or universities term to
specify type of two-year college involved.

b. Identify rural/urban setting; small school/
large school; multicampus setting if this
is a significant aspect of the document (i.e.
if the findings issues etc. are in some way
unique to that type of institution)

3 .1.C.Ij3



2. Specificity

We use the most specific term available. In order of
preference: "collego" terms, "school" terms,
"educational" terms. Don't use a "college" and an
"educational" term simultaneously (e.g., use COLLEGE
PLANNING rather than EDUCATIONAL PLANNING).

It;
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University of Illinois
at Urbana-Champaign Clearinghouse cm Elementary and Early Childhood Education

805 West Pennsylvania Avenue
Urbana, IL 61801

217 333-1386

ERIC/PS
IN-HOUSE INDEXING GUIDELINES

INDEXING BASICS

Checklist of important points to remember; see Indexing Section
of ERIC Processing Manual or A/I Workbook for more complete
information and discussion of indexing.

1. Up to 7 Major (*) index terms may be used on an RIE document
or CUE article. Must have at least 1 major Descriptor, and
no more than 2 major Identifiers.

2. If 6 *Descriptors are used, only one *Identifier may be used.

3. If 5 *Descriptors are used, 2 *Identifiers may be used.

4. Descriptors and Identifiers are assigned either major or
minor status, depending upon content of the document.

5. There is no limit on total numbers of Descriptors and
Identifiers (just to give you a ballpark idea, average for
CIJE is 10 and average for RIE is 12). Documents assigned
more than 20 index terms may be over-indexed and deserve
a second look.

6. Identifiers may be no longer than 50 characters, including
spaces.

7. No punctuation marks such as hyphens or commas allowed in
Descriptors or Identifiers. Parentheses () allowed.

8. Avoid using acronyms in Identifier field except for very
widely known ones such as ERIC, UNESCO, and USSR. Spelled out
versions are substituted for equivalent acronyms wherever
possible. Occasionally, acronyms and other abbreviations must
be used to keep within the 50-character limit.

9. Be sure to check singular or plural form of Descriptors and
Identifiers-- must be entered properly or the Facility's
computer will kick it out. Improperly entered Descriptors are
deleted.Improperly entered Identifiers are flagged for
editorial review; new Identifiers are also flagged.

10. The Rotated Descriptor Display is a very useful adjunct tool
to the Thesaurus. Use it to find terms that have prefixes
you may not think of and thus may not be able to find easily
in the alphabetical display of the Thesaurus.



CAUTION: Never index from the Rotated Display by itself. It
should be used only to lead you tr., terms in the main alphabetical
Thesaurus. The Thesaurus is structured hierarchically via BTs
(broader terms) and NTs (narrower terms), which help to show you
how terms are used. Also, the Thesaurus gives SNs (Scope Notes)
for terms, very important when deciding whether to assign them to
a document or article. RTs (related terms) listed in the
Thesaurus give you other important clues to terms to use.

Indexers should be aware that the main alphabetical Thesaurus
only shows broader and narrower terms at the first hierarchical
level. Only the Hierarchical Display provides complete
hierarchies and the most specific available Descriptors.

11. Concepts to be indexed:

A. Population: groups or individuals studied or discussed
(normally not majored unless they're the subjects
of a document)

Types of terms that describe population--
1. Educational (grade/academic) level

MUST be assigned if the document deals with it. Assign
FIRST, before any other indexing is done. Major if
the educational level itself is discussed,
Examples: philosophy of, theory of, history of, important
legislation concerning.
Minor if the document concerns, but does not directly
discuss,a particular educational level,
Example: a study of peer relationehips of children in a
preschool classroom.
Always use the most specific educational level term
possible.
Examples: use Elementary Education for grades K-6
(students aged approximately 5-12), Primary Education for
grades K-3 (ages 5-9), Intermediate Grades for grades 4-6
(ages 9-12).
(See list of educational levels in Thesaurus front
matter or in the Indexing Handbook.)

2. Age
3. Occupation
4. Ethnic group (race, religion)
5. Nationality
6. Intelligence or ability level
7. Physical/emotional characteristics
8. Socioeconomic characteristics
9. Sex

B. Subject: content of the document

Action concepts, materials concepts, curriculum concepts,
etc.
Examples: Peer Relationship, Parent Child Relationship,
Social Development, Childrens Television , Individualized
Instruction, Arithmetic, Spatial Ability, Exploratory



Behavior, Naturalistic Observation.

12. Publication/Document type: Assign 1 to 3 codes from the
pdbtype list.

This is a separate field from the Descriptor and Identifier
fields. Pubtype codes may be supplemented by Descriptors
(usually minor) that aren't exact repetitions of the pubtype
code wording. (see list in front of Thesaurus or front section
of the Indexing Handbook.)
Examples:
Annotated Bibliographies (supplements Bibliographies)
Reading Tests (supplements Tests)
Language Research (supplements Research)

13 Target Audience: This also is a separate field. Target
Audience is assigned only when the document or article
explicitly directs itself to an audience. e.g., "...intended
for school teachers..." Don't guess who might want to use
it. Even if the article is in a journal published by a
research society, teacher association, administrator
organization, etc., only use the audience field when an
article specifically mentions a particular audience. If not
absolutely clear, leave this field blank. TA=RESEARCHERS
should be used only rarely; its use can be generally
restricted to documents/articles that are so
esoteric that they would be of very little or no interest to
other audiences.

Additional Notes:

--Index to the level of specificity of the document. Never
index up unless the broader term is equally the subject of a
document.

--Index what's in the document, not what you think the
implications are, or who you'd like to see use it. Consider
the user's point of view by asking two questions: Can the
specific topic(s) covered be retrieved by the assigned index
terms? Would an item retrieved by the assigned index terms be
relevant or useful?

--Avoid peripheral topics, i.e., don't index everything in the
document, if it's only briefly mentioned: this would give the
user false expectations of the document content. Document
length is one criterion for judging appropriate numbers of
index terms.

--If you can't find Descriptor terms to adequately index
content of the document, use Identifiers. Look first in
Identifier Authority List to see if there's something there
already that's near enough. If not you'll need to construct
one or more new Identifiers. In constructing new Identifiers,
do not make up words or use an author's terminology



imdiscriminately. Use precedents established by the IAL. (An

author's language is preferred over an indexer's personalized

style.) Each week give secretary list of any new Identifiers

you've developed and Vocabulary Coordinator has okld. New IDa

be added to list on disk that is printed out periodically for

use and to refer to when new Descriptors are being considered for

Thesaurus.

INDEXING PRACTICESERIC/PS

PS indexers follow the indexing rules as set forth in the
Processing Manual and clarified in Indexing Advisories.

To achieve consistency of indexing for certain indexing
issues that arise regularly in documents and journal
articles processed by PS, use the following guidelines:

1. When the topic is day care, use Early Childhood Education
as the educational leveling term, unless the day care
population is described more precisely, such as
Elementary School Students (use Elementary Education
leveling term), children in grades K-3 (use Primary
Education leveling term), or preschool age children (use
Preschool Education leveling term).

2. Primary School in British Isles, Australia and New
Zealand is basically elementary education and should
usually have the term Elementary Education as the
educational leveler. (Avoid such paraphrasing in the
abstract, however; the abstract is reserved for the
author's words, i.e., the actual language of a document.)

3. Subjects of a study (e.g. Infants, Preschool Children,
Elementary School Students) are assigned as majors when
they are significantly discussed in the document. This is
particularly important when there are no other major_
terms assigned that locate the level of the document
contents (e.g. Childrens Television, Childhood
Interests, Child Development).

4. Foreign Countries should be used as a minor Descriptor
for documents about countries and popuiaTEms other than
the United States. (An easy way for computer searches to
separate out non-U.S. documents by using NOT Foreign
Countries). Additionally the name(s) of the specific
country/countries (and geographic subdivisions) should be

indexed in the Identifier field, e.g.:

Japan

Alberta (Calgary) Use "Canada" only for the whole
country.

England Use "United Kingdom" only for the
entire nation. Don't use "a*eat 4111

Britain" unless you mean England,
Scotland, and Wales, but not
Northern Ireland.



Africa (Sub Saraha) Don't use "Africa" (continent) in
lieu of more specific African
countries.

Geographic identifiers may be major or minor as appropriate.

Use the descriptor Developing Nations (used for "Third World"),
in addition to Foreign Countries, when the subject is national
or international social and economic development. Developing
Nations is a socioeconomic concept and should only be used in
that sense, e.g., shouldn't be used for a document on "Teaching
Reading in the Sudan," unless the idea is reading for economic
development, etc. The descriptor Developed Nations (i.e.,
industrialized countries), also a socioeconomic construct, may
also be indexed along with Foreign Countries when appropriate.
Developing Nations, when used, is often a major descriptor (both
it and Develope.si Nations may, of course, be major or minor
depending on the document).

5. Use the Identifier field for specific entities that cannot be
covered by Thesaurus descriptors. Always index the following
types of Identifiers when they're the subjects of documents
(using the IAL precedents):

School names
(public grade or high schools should not be named
unless they're particularly outstanding -- instead,
index the school district's name);

College or university names;
Institution or association names

(not indexed if they merely prepare a report, unless
it is an official position paper or similar
statement);

Persons;
Laws

(enacted, not proposed);
Geographic Regions;
Foreign country names

(coordinated with the minor descriptor Foreign
Countries -- ERIC's idiosyncrasies for Canada and
the U.K. are noted);

Test names;
Computers;
Computer Programs;
Specific methods, theories, ideas, etc., not found in
Thesaurus, e.g., Day Care Licensing, Stochastic
Processes, Thinking Skills, Higher Order Skills,
Child Health, Child Health Care, Reunion Behavior,
Caregiver Role, Perfectionism, Parental Leave,
Dreams;

New terms in the field, especially those being written
about frequently.
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LER=
Clearinghouse on
Rural Education and
Small Schools

INDEXING GUIDELINES (May 1989)

The average system-wide totals of index terms (descriptors and identifiers) per
resume are 10 for CIJE nd 12 for RIE. Please take a second look at any resume
with more than 20 index.ag terms.

The total number of moior indexing terms (descriptors and identifiers) permitted
per resume is 7. Thc total number of major identifier terms may not exceed 2.
These numbers are limits--not goals. Please major only the appropriate
descriptors and identifiers within these limits. Every resume must have at least
one major descriptor.

GENERAL

(1) Educational Level (Assign first, before other indexing is done.)

An educational level descriptor must be assigned if the document deals with it.
Always use the most specific educational level descriptor(s) possible. If

necessary, more than one educational level descriptor may be assigned to a
document or article, e.g., INTERMEDIATE GRADES and/or JUNIOR HIGH SCHOOLS to
describe middle school populations, HIGHER EDUCATION and ELEMENTARY EDUCATION to
describe preservice preparation for elementary school teachers. Education level
descriptors should only be major if the level itself is the subject, e.g.,
philosophy of, theory of, history of, important legislation concerning.

(2) U.S. Congressional Hearings

A. Use the minor descriptor HEARINGS and the pubtype 090.
B. Use the appropriate Congressional number as an identifier,

e.g.,"Congress 100th."
C. Indicate the hearing number or the committee publication number in the

report number field, e.g.: House-Comm-Pub-I00-639; Senate-Hrg-100-335.
D. Indicate the serial number in the note field, e.g.: Serial No. 100-436.
E. Include the Public Law if applicable, e.g.:

o In abstract--"...Indian Self-Determination and Education
Assistance Act (Public Law 93-638)...":

o In identifiers--"Indian Self Determination Education Assistance
Act"
(note: abbreviated for 50 characters--"Public Law 93
638" is a UF in the IAL)

F. Include the House or Senate bill number, if applicable, in the title or
abstract, e.g.: "S. 1703," "H.R. 1801."

ER1C/CRESS at AEL Appalachia Educational Laboratoty -1031 Ouarrier Street P.O. Box 1348 Charleston, WV 25325

800/V24-9120 (outside WV) 8007344-6648 (in WV) 347-0400 (Charleston area)

AEL is an affirmative action/equal opportunity employer



(3) Questionnaires

Use QUESTIONNAIRES as a minor descriptor and the pubtype 160 for documents that
include the actual survey instrument.

(4) Pubtype 143

Use a minor descriptor to describe the type of research, e.g.: CASE STUDIES,
FIELD STUDIES, LONGITUDINAL STUDIES, STATE SURVEYS, NATIONAL SURVEYS, SCHOOL
SURVEYS, COMPARATIVE ANALYSIS, TREND ANALYSIS, FOLLOWUP STUDIES. If a document
or article deals with how to conduct these studies then these descriptors should
be major.

(5) Pubtype 050, 051, 052, or 055

Use a minor descriptor to describe the type of guide, e.g.: LESSON PLANS,
RESOURCE MATERIALS, INSTRUCTIONAL MATERIALS, TEXTBOOKS, WORKBOOKS, FACULTY
HANDBOOKS, LABORATORY MANUALS, STUDY GUIDES, TEST MANUALS.

(6) Foreign countries

Always use FOREIGN COUNTRIES as a minor descriptor for documents or articles
about countries (populations included) other than the United States of America,
coordinating the name(s) of the specific country/countries (and geographic
subdivisions) in the identifier field. Geographic identifiers many be major or

minor as appropriate.

(7) Identifiers

Do not be reluctant to use identifiers. Always index the following types of
identifiers when they are the subjects of documents:

o Institution or association names
(do not index them if they merely prepared a report, unless
it is an official position paper or similar statement);

o College or university names;
o Languages not appearing in the Thesaurus

(see instruction 4 of scope-specific guidelines below);
o Tribes

(see instruction 5 of scope-specific guidelines below);
o Persons;
o Laws

(enacted, not proposed);



o Geographic regions;
o Foreign country names

(be sure to note ERIC's idiosyncracies for Canada and the
U.K.);

o Test names;
o Computers/Computer Software;
o Specific methods, theories, ideas, etc., not found in the

Thesaurus, e.g. 4 H Programs, Child Health Care, Double Bind
Theory, Farm Crisis, Foxfire, Impact Aid, Outward Bound,
Partnerships in Education, Twenty First Century, Wetlands,
Winter;

o New terms in the field, especially those being written about
frequently.

SCOPE-SPECIFIC

(1) Chicanos or Chicanes used in the document:

Use Chicanos or Chicanes (or a derivative thereof) as an identifier and a
"Mexican-American" descriptor, e.g.:

DESC Mexican Americans; Females
IDEN Chicanas

DESC_Mexican American Education
IDEN Chicano Arts; Chicano Studies

(2) Native Americans used in the document:

This term is not synonymous with AMERICAN INDIANS. Use Native Americans, Native
American Studies, etc. in the identifier field along with the appropriate
specific descriptor(s), e.g. AMERICAN INDIANS, ALASKA NATIVES, ESKIMOS, CANADA
NATIVES. There are various derivatives of AMERICAN INDIANS in the Thesaurus,
e.g., RESERVATION AMERICAN INDIANS, URBAN AMERICAN INDIANS, AMERICAN INDIAN
HISTORY, that may be used with, or in lieu of, the broader descriptor (see
rotated display). ESKIMOS has one derivative descriptor, ESKIMO ALEUT
LANGUAGES.

(3) Alaska natives or Canada natives used in the document:

Use the descriptor(s) ALASKA NATIVES or CANADA NATIVES, with appropriate other
"American Indian" and/or "Eskimo" descriptors for specificity. ALASKA NATIVES
and ESKIMOS (or ESKIMO ALEUT LANGUAGES) may be coordinated with the identifier
"Aleuts" when appropriate.

d_664
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(4) American Indian Languages indexing:

Check first to see if the language is a Thesaurus descriptor, i.e., in the
AMERICAN INDIAN LANGUAGES hierarchy. Ex.-- APACHE, CHEROKEE.

Then, look under IAL category #13. Ex-- Crow, Karuk

For new "language" identifiers, use the following authority:

Classification and Index of the Vorld's Languages
by C.F. and F.M. Voegelin (Elsevier, 1977).

(5) American Indian Tribes/Reservations indexing:

Use identifiers (1AL category #08 for tribes, #17 for reservations).
Ex -- Eskasoni Indian Reserve NS, Hopi (Tribe), Navajo (Nation), Nez Perce
(Tribe), Pima Maricopa Reservation AZ, Pine Ridge Indian Reservation SD, Zuni
(Pueblo).

Reference Encyclopedia of the American Indian, Volume 1, 4th edition
(ED 283 637) is useful in identifying the proper name of tribes and/or
reservations.

Federal and State Indian Reservations and Indian Trust Areas (ED 101 904) is also
useful in identifying the proper names of reservations.

These guidelines will be updated as needed. Please contact Linda Miller if you
have any questions or need further information.

1.66kri
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CLEARINGHOUSE FOR SOCIAL STUDIES/SOCIAL SCIENCE EDUCATION
Soda; Studies Development Center
2805 East Tenth Street, Suite 120
bdiana Universitlf
Bloomington, Indiana 47408-2698
(812) 855-3838

INDEXING PRACTICES FOLLOWED BY THE ERIC ChESS
CLEARINGHOUSE

I. GENERAL PRACTICES FOLLOWED IN RIE/CIJE INDEXING

A. SOCIAL STUDIES

"Social Studies" refers to education in history
and the social sciences, grades K-12. Social
Studies is indexed as a major descriptor when it
is the main theme or topic of a document. The
term is commonly majored on elementary-level (K-
6) curriculum guides, lesson plans, units of
study, class activities, and similar materials
that integrate subjects like geography, history,
and current events together under the "social
studies" label. It is more frequently minored
on secondary-level materials (grades 7-12).
where the individual subjects of social studies
are generally presented separately.

B. GEOGRAPHY. HISTORY, ART. MUSIC, ETC.

These and other descriptors representing
"subjects" taught or studied in school are
majored when they are principal topics of
documents. This is more frequently the case for
secondary education where such subjects are
usually presented in separate courses, than
elementary education where they're more often
sub-topics of "social studies," "art education,"
etc.

I .1 -
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Care should be taken to always index to the most
specific available descriptor. When
appropriate, for example:

Use Human Geography. Physical Geography, or
World Geography rather than Geolraphy;

Use United States History. European
History, Black History, etc.. rather than
History;

Use Creative Art, Freehand Drawing.
Handicrafts, Painting (Visual Arts):
Sculpture. etc.. rather than Art;

Use Singing. Bands (Music), Jazz. Oriental
Music, etc., rather than Music.

C. NUMBERS OF INDEX TERMS / MAJORS AND MINORS

Average systemwide totals of index terms
(descriptors and identifiers) are 10 for CIJE
and 12 for tIE.

The total number of Eliar index terms permitted
is:

6 Descriptors and 1 Identifier
or

5 Descriptors and 2 Identifiers

These numbers are not goals. Accumulations of
more than 20 terms per document should be given
a second 103k. Also, only apirairlase
descriptors/identifiers should be majored within
the above limits; however, every document must
be assigned one major descriptor.



0
D. POPULATION TERMS

These terms refer to the groups or individuals
studied or discussed in a document. They are
normally not majored unless they're the subject
or an important aspect of the documenty Types
of terms that describe population include:

Education level
(must be assigned if the document deals
with it; see details under item E. below);

Age;
Ethnic group

(race. religion);
Nationality;
Intelligence or ability level;
Physical/emotional characteristics;
Socioeconomic characteristics;
Sex.

E. EDUCATION (GRADE/ACADEMIC) LEVEL

Education level must be indexed if dealt with in
a document. Indexers should get into the habit
of assigning education levelers first, before
any other indexing is done. They're minored
when they describe the level at which something.
i.e., the document subject, occurs (the usual
case).

EX -- A report on music education for
preschoolers.

They're majored only when the levels themselves
are the subject.

EX -- Philosophy of, theory of, history of,
important legislation concerning.

1.,;36



Indexers should always use the most specific
educational level possible.

EX -- Use Elementary Education for grades 1-6
(students aged approximately 5-12).
Primary
Education for grades 1-3 (ages 5-9).
Intermediate Grades for grades 4-6 (ages

9-12).

If appropriate, more than one level may be
assigned. e.g.. Intermediate Grades and/or
Junior High Schools to describe middle school
populations, Higher Education and Secondary
Education to describe college-level professional
continuing education programs for secondary
school teachers.

Education levelers are often easily extrapolated
from a document's content without being
specifically mentioned.

EX -- "Grade 8 students" certainly
gives the ed level away; Students "from
X school district" is au ed level clue.

(See list of education levels in the Indexing
Handbook or in the front matter of the Thesaurus.)

1C;6.4



II. OTHER PRACTICES

A. IDENTIFIERS

Identifiers are specific indexed entities that
do not appear in the ERIC Thesaurus. The
following types of identifiers are always
indexed (using the IAL precedents) when they're
the subjects of documents:

Institution or association names
(not indexed if they merely prepare a
report. unless it is an official position
paper or similar statement);

College or university names;
Persons;
Laws

(enacted, not proposed);
Geographic Regions;
Foreign country names

(coordinated with the minor descriptor
Foreign Countries -- ERIC's
idiosyncrasies for Canada and the U.K.
are followed);

Test names;
Computers;
Computer Programs;
Specific methods, theories, iCeas, etc..
not found in Theskcarus, e.g Bill of
Rights. British C41nnies, Cold War,
Commemorative Eventl, Empowerment, Jewish
Studies, Koran. Nostalgia, Perestroika.
Supply Side Economics, Twenty First
Century, Universal Declaraticn of Human
Rights;

New terms in the field, especially those
being written about frequently.

For documents dealing with specific historical
time periods or events, special combinations of
identifiers may be used.



EX -- United States Constitution and
Bicentennial

(the descriptors Constitutional
History and Constitutional Law may be
used additionally, at the indexer's
discretion);

Northwest Ordinance 1787 and
Bicentennial.

B. FORM DESCRIPTORS

1. When indexing research documents, care is
taken to include a descriptr., (minor)
describing the type of study. 1.g.. Case
Studies, Field Studies, Cross Sectional
Studies. Ethnography. Longitudinal Studies,
State Surveys, National Surveys, School
Surveys, Comparative Analysis. Trend
Analysis, Followup Studies. If a document
talks in detail about how to conduct these
studies, term(s) are assigned major.

2. When indexing educational practitioner
documents or guides, care is taken to
include a descriptor (minor) describing the
type, e.g., Lesson Plans, State Curriculum
Giides, Resource Materials, Units of Study.
Instructional Materials, Textbooks,
Workbooks, Faculty Handbooks, Laboratory
Manuals, Study Guides, Test Manuals.

3. The minor descriptor Questionnaires and
the pubtype code 160 are used for documents
that include the actual survey instrument.

t;)
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ERIC

One Dupont Circle Suite 6105 Washington, DC 20036 5 (202) 293-2450

ERIC/SP IN-HOUSE GUIDO FOR INDEXING

Major and Minor Terms

Systemwide averages of index terms (descriptors and identifiers) par
document/article are 10 for CIJE and 12 for RIE.

Maximum majors permitted are: 6 major descriptors and 1 major identifier,
or 5 major descriptors and 2 major identifiers.

Every citation must have at least 1 major descriptor, and no more than 2
major identifiers.

Index of the moat specific term; never index up to broader terms unless
they're equally the subject of documents.

Index the document in hand -- don't make assumptions.
Avoid overindexing and underindexing consider the most significant and .

essential concepts of the document.
Too many minor descriptors are confusing; use the most important ideas.
Accumulations of more than 20 terms per document should be given a look.

Try to assume the searcher's point of view, i.e.,
Can the specific topic(s) covered be retrieved by the assigned index
terms? Would an item retrieved by the assigned index terms be relevant
or useful?

Identifiers

Identifiers are specific indexed entities that do not appear in the ERIC
Thesaurus.

Do not be reluctant to use identifiers, but avoid making up words nr using
tbe author's terminology indiscriminately. Names of more than one word
must follow a consistent spelling pattern, i.e., an IAL precedent.

Always index country names other than U.S.(major or minor--subdivided if
appropriate), along with Foreign Countries (minor deso), when they're

subjects of documents. Note KRIC's use of idiosyncrasies for Canada (use

provinces) and the U.K. (use states, i.e., England, Scotland, Wales,

and Northern Ireland -- avoid using "Great Britain" unless the topic is
the island of Great Britain, (excludes Northern Ireland).

The following additional types of identifiers also should always be indexed
when they're the subjects of documents (using the IAL precedents):
Institution or association names (not indexed if they merely prepare a
report, unless it is an official position paper or similar statement;
avoid indexing public school names unless they're particularly
significantinstead, index the name of the school district);
College or university names;
Persons;
Laws (enacted, not proposed);
Geographic regions;
Test names and measurement techniques;
Computers;
Computer programs;
Specific methods, theories, ideas, etc., not found in the Thesaurus,
e.g., Alternative Teacher Certification, Beginning Teacher Induction,

1655
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Child Health, Child Health Care, Higher Order Skills, Insulin
Musculoskeletal System, National Teacher Certification, Principal
Student Relationship, Premenstrual Syndrome, Reflective Teaching,

Socratic Method, Sport History, Teacher Corps, Thinking Skills.

New terms in the field, especially those being written about frequently.

Scope Terms

Preservice Teacher Education or Inservice Teacher Education should be used

on all teacher edueation documents (if at all relevant). The other four

narrower teacher education descriptors (Competency Based Teacher
Education, English Teacher Education, Student Teaching, and Teacher

Educator Education) are added to the indexing, as appropriate. The broad

descriptor Teacher Education is used only for broad-ranging discussions

or if further specificity is not provided. Teacher education descriptors

are majored when they're the principal topic(s) of documents.
Physical Education, Health Education, Physical Fitness, Dance Education,

Recreation (or other such term) should be used on all physical

education, ;health, etc. scope-related documents.

Population Terms

These terms refer to the groups or individuals studied or discussed in a

document. They are normally not majored unless they're the subject or an

important aspect of the document. Types of terms that describe

population include:
Educational level (must be assigned if the document deals with it--

see discussion, below);
Age level;
Ethnic group (race, religf.on);
Nationality;
Intelligence or ability level;
Physical/emotional characteristics;
Socioeconomic characteristics;
Sex

Educational Level Descriptors

Must be indexed if dealt with in a document.
Indexers should acquire the habit of assigning education levelers first,

before any other indexing is done.
Always use the most specific educational level possible.

EX -- Use Elementary Education for grades K-6 (students aged

approximately 5-12), Primary Education for grades K-3 (ages 5-9),

Intermediate Grades for grades 4-6 (ages 9-12).



Educational Level Descriptors

Minor when they describe the level at which something, i.e., the document
subject, occurs (the usual case).
EX -- A report on physical fitness of high school students. Major only
when the levels themselves are the subject.
EX -- Philosophy of, theory of, history of, important legislation
concerning. Use specific grade descriptors, e.g., Grade 7, Grade 2, in
addition to educational level descriptors.

If appropriate, more than one level may be assigned.
EX -- Intermediate Grades and/or Junior High Schools to describe
middle school populations;
Higher Education and Elementary Education to describe
preparation for elementary schoca teachers;
Higher Education aad Secondary Education to describe college-level
professional continuing education programs for secondary school
teachers.

The second and third examples above are typical of most teacher education
documents, which generally cover ooth the level of teacher preparation and
the level of the students to be taught.

If there is no educational level, try to use an age level.
See lists of educational level descriptors and age level descriptors in

Thesaurus front matter or in the Indexing Handbook.

?orm Terms

Unless there is an exact overlap with Pubtype codes, care should be taken to
include descriptors (minor) that describe the type of study, e.g.,
Case Studies, Field Studies, Cross Sectional Studies, Ethnography,
Longitudinal Studies, State Surveys, National Surveys, School Surveys,
Comparative Analysis, Trend Analysis, Followup Studies.

If a document talks in detail about how to conduct these studies, term(s)
are assigned major.

Use ruestionnaires (minor desc) and pubtype code 160 for documents that
include the actual survey instrument.

See Thesaurus front matter or the Indexing Handbook for "exact overlap"
descriptors and Pubtype codes.

Target Audience

_Use the audience field only when the document or article explicitly directs
itself to an audience, e.g., "...intended for school teachers..."
Don't guess who might want to use it.

Even if the article is in a journal published by a research society, teacher

association, administrator organization, etc., only use the audience
field when an article specifically mentions a particular audience. If
not absolutely clear, leave this field blank.



Index Terms versus Terms in the Abstract

Indexed descriptors must actually be in the ERIC Thesaurus.

Indexed identifiers must either be in the IAL or, if new, reflect the
precedents established by the IAL. The abstract is reserved for the
author's words, i.e., the actual language of a document. Do not
purposefully substitute ERIC index terms for an author's terminology

in the abstract.
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ERIC
Educational Resources Information Center

Clearinghouse on Tests, Measurement, and Evaluation

Indexing Guidelines
Clearingbouse on Tests, Measurement, and Evaluation

(PRELIMINARY)

Indexing Basics -- Descriptors and Identifiers

1. Number of Descriptors and Identifiers
o Average of 10-12 descriptors and 1-2 identifiers
o Maximum of 6 major descriptors and 1 major identifier, or 5

major descriptors and 2 major identifiers
o Minimum of 1 major descriptor per document or journal article
o Never major 2 descriptors beginning with the same word

(e.g., *Test Validity; Test Reliability)
o Provide the same level or extent of indexing for CIJE

journal papers as that for RIE documents. Similarly,
shorter documents and journal articles usually have fewer
descriptors and identifiers than do longer documents and
articles

2. Major/Minor Descriptors and Identifiers
o Generally major:

o Subject Populations (e.g., sample for whom test is
relevant)

o Significant Terms or Ideas Expressed in Titles
o Programs Evaluated (e.g., *State Programs; *Testing

Programs)
o Research Methodology Discussed or Evaluated (e.g.,

*Multivariate Analysis)
o Types of Tests Evaluated or Developed (e.g., *)fultiple

Choice Tests)
o Test Names

o Generally do not major:
o Educational Lviel
o Age Level
o Document Type
o Research Methodology Used by the Document (e.g.,

Comparative Analysis)
o Very broad or general descriptors

American Institutes for Research



3. Population Terms
o Subject Populations
o Ethnic Groups (e.g., Black Students; Hispanic Americans)

o Age Level
o Ability Level (e.g., Academically Gifted)
o Socioeconomic Characteristics
o Sex (only when major focus of document)

Educational Levels
o Always um- educational levels and population descriptors

together for research using student populations as subjects

(e.g., Elementary Education and Elementary School Students)

o Always use educational levels and population descriptors
together when document's emphasis is on teachers, school

administrators, and/or school faculty members (e.g.,

Elementary Secondary Education and Principals)

o Always use most specific educational level possible, and

coordinate with corresponding grade levels

5. Title Terms
o When terms in titles are the subject of a document, they are

indexed and often majored

6. Tests and Meaeurements
o The focus of a document or article (e.g., the test

evaluated, the methodology assessed, the program or policy
evaluated, the theory or model discussed, the statistical
procedure presented, and the measurement technique
addressed) is considered a mandatory major descriptor(s)

o Generally, the test type, wbst it is testing, wbo it is

testing, and how it was used are all ideas that are indexed
for research documents studying tests and their development

o When an assessment tool is not gpecifically described or
identified by the author as a "test", the most appropriate
descriptor is used (Questionnaires; National Surveys;
Measures (Individuals); Interest Inventories). However,

relevant descriptors pertaining to "tests" are coordinated
(e.g., Test Reliability) in an effort to accurately describe

the document
o Avoid using the descriptor "Educational Testing". A more

specific term is used in most every case
o The test type (e.g., *Achievement Tests) and the test name

(e.g., *California Achievement Tests) are usually indexed as
major descriptors and identifiers, respectively

o The descriptor 'School Districts" is used when the document
focuses on specific district policy, data, or personnel

o If the name of a school district is provided in the IAL and

it is the subject of the document, the IAL identifier for
that school district is used. In such instances, the school
district identifier is used instead of the "School
Districts" descriptor



7. Evaluation
o Types of program, school, curriculum, personnel, and

statistical evaluations are indexed
o The descriptor "Program Evaluation" is used for evaluations

of programs/projects of organizations, institutions, and
agencies. School-related activities (commonly referred to
as "programs') ire not usually indexed with this
descriptor. An effort is made to use more apecific terms to
denote the "educational" or "sthool" context (e.g.,
Curriculum Evaluation, Educational Assessment)

8. Overindexing
o Avoid listing numerous (more than 4 or 5) grade levels,

except when the document focuses on several grade levels
(e.g., test score trends for a school district for grades 1,
2, 3, 6, and 8)

o Avoid listing a string of test names in the identifier field
when the subject of a document includes a. battery of tests,
more than 3 or 4 tests, or tests not listed in the IAL.
Tests not listed in the IAL are only used as identifiers
when they are the major focus of a document and they appear
in the corresponding title field. In most cases, only 1 or
2 tests will be the major focus of a single document

Descriptors

1. Form Descriptors
o When indexing research documents, care is taken to include a

descriptor (minor) denoting the type of study (e.g., Case
Studies, Field Studies, Longitudinal Studies, National
Surveys, State Surveys, School Surveys, Comparative
Analysis, Trend Analysis). If a document discusses in
detail how to conduct these studies, term(s) are assigned
major

o Pubtype and methodology index terms such as /Literature
Reviews are assigned minor status

o When indexing educational practitioners documents or guides,
care is taken to include a descriptor (minor) describing the
type (e.g., Resource Haterials, Instructional Materials,
Textbooks, Workbooks, Test Hanuals)



2. Miscellaneous
o Always use Foreign Countries as a minor descriptor for

documents/journal articles about countries or subject
populations other than in the United States, and coordinate
with the appropriate names of countries in the identifier

field. Geographic identifiers are generally minor terms

o Use the descriptor Developing Nations in addition to Foreign

Countries when the subject is a national or international
program or policy in third world countries

o Use the descriptor Developed Nations in addition to Foreign

Countries when the subject is a national or international

program or policy in non-third world countries

o Due to the 50-word limit for CIJE records, test names and

other terms emphasized in the original journal paper may

appear only in the descriptor, identifier, and/or title

fields of CIJE records. Thus, terms not appearing in the

CUE abstract can appear in other fields of the record

o Indexed descriptors and identifiers must reflect the
language of the Thesaurus and IAL, respectively. Bowever,

they must also reflect the actual language of the document

or article
o The document or article in hand is indexed. In this sense,

the indexing does not rely solely on the accompanying

abstract
o When appropriate, use "Undergraduate Students" when

specifically stated in the document. When "undergraduate"

is not indicated in the document, use "College Students" or

more accurate descriptors (e.g., College Freshmen)



Identifiers

1. Always index the following types of identifiers when they are
the major focus of a document and use the IAL precedents:

co Institution or Association Names
(not indexed if they merely prepare a report, unless
it is an official position paper or similar
statement)

o College or University Names
o Persons

(only if they are the subject of a document; do not
index persons when merely their theories or research
papers are discussed)

o Enacted Laws
(not proposed)

o Court Cases
o Geographic Regions
o Foreign Country Names
o Test Names

(when they are the major focus of the original
document and they appear in the IAL; do not list
tests that merely were administered to research
subjects during the course of the study and that are
not the major focus of a document)

o Computers
o Computer Programs
o Theories, models, evaluation methods, statistical

analyses, and research methods not found in the Thesaurus
(Cognitive Process Theory of Witing, Responsive
Illuminative Evaluation, Structure Mapping, Test
Developers, Writing Achievement, Evaluation
Research, Symbol Systems Approach, Test
Appropriateness, Measurement of Change, Hierarchical
Cluster Analysis, Canonical Redundancy Statistic)

o School Districts
(avoid indexing public school names unless they are
particularly significant; instead, index the name of
the school district)

o New terms in the field, includes tests, statistical
methodology, and evaluation methodology

2. Tests, theories, statistical methodology, etc. only briefly
mentioned in a document are not indexed

3. After all Thesaurus and the IAL possibilities have been
exhausted and no other alternative exists except to create a new
identifier, au attempt is made to use (or create) non-IAL
descriptors in a standardized manner (e.g., using precedents
established by the IAL). However, focus is also on using
non-Thesaurus and non-IAL terms as they appear in the document
or article



Target Audience

1. Use the audience field only when the document specifically

states w...intended for school administrators..." If not

absolutely clear, leave this field blank

Fubtype

1. For conference proceedings (021)1 an attempt is made to index

the focus of each of the conference papers provided. As

conference papers generally emphasize a wpecific area (e.g.,

program evaluation practices in third world countries), ideas

are picked fram the conference paper titles and usually are

indexed as minor terms. The overall topic of a conference is

usually indexed as a major tera(s)

2. Pubtype 160 is used every time the document or article provides

the actual questionnaire, survey, test, inventory, and/or

assessment tool or instrument. This rule applies to tools

developed primarily for the purpose of the research conducted in

the document (e.g., principal surveys)

3. Pubtype 150 is used for papers preowned at a conference.

LUu
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ERIC/CUE INDEXING TIPS

re: Major and Minor Terms

1. Systemwide averages of index terms (descriptors and identifiers)
per document / article are 10 for CIJE and for RIE.

2. Maximum majors permitted are: 6 major descriptors and 1 major
identifier, or 5 major descriptors and 2 major identifiers.

3. Every citation must have at least 1 major descriptor, and no more
than 2 major identifiers.

4. Index to the most specific term; never index up to broader terms
unless they're equally the subjects of documents.

5. Index the document in hand -- don't make assumptions.

6. Avoid overindexing and underindexing -- consider the most
significant and essential concepts of the document.

7. Too many minor descriptors are confusing; use the most important
ideas. Listing more than 20 terms per document is probably
overindexing.

S. Try to assume the searcher's point of view. Can the specific
topic(s) covered be retrieved by the assigned index terms? Would an
item retrieved by the assigned index terms be relevant or useful?

re: "Urban" Terms

1. Use "Urban Education," "Urban Schools," or "Urban Teaching" as a
descriptor for documents about urban educational settings.

2. Use "Urban Areas," "Urban Environment," "Urban Problems," or other
"urban" descriptorts), as appropriate, for documents focusing on other
aspects of urban life.

3. If an urban" context is particularly important or significant, an
assigned "urban" descriptor should be a major.

4. If the document contrasts urban and rural education/life, use the
descriptor Rural Urban Differences, with other appropriate "urban" and
ft
rural" terms.

1
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5. If the focus is on a particular "urban" public school system, use

the school district name as an identifier.
EX -- New York City Board of Education

If the particular "urban" location is focused on more generally (i.e.,

beyond the school system context), use the location itself as the

identifier.
EX -- New York (New York)

Such identifiers are indexed in addition to appropriate "urban" (and/or

ti rural") descriptors. They are majored when crucial to the content of

the document.

(Note: Names of specific public grade or high schools should not be

indexed unless they're particularly outstanding; instead, index the

school district's name.)

re: Designations of Population

1. Use descriptors to refer to the groups or individuals studied or

discussed in a document. These are normally not majored unless they're

the subject or an important aspect of the document.

2. Types of terms that describe population include:

Educational level
(must be assigned if the document deals with it --

see discussion, below);

Age level;
Ethnic group

(race, religion, nationality -- see discussion, below);

Intelligence or ability level;
Physical/emotional characteristics;
Socioeconomic characteristics;
Sex.

re: Educational Level Descriptors

1. Must be indexed if dealt with in a document.

2. Indexers should acquire the habit of assigning education levelers

first, before any other indexing is done.

3. Always use the most specific educational level possible.

EX Use Elementary Education for grades K-6 (students aged
approximately 5-12), Primary Education for grades K-3

(ages 5-9), Intermediate Grades for grades 4-6 (ages 9-12).

4. Minor the term when it describes the level at which something,

i.e., the document subject, occurs (the usual case).

EX -- A report on literacy among high school seniors.



UI

LI. Major it only when the level itself is the subject.
EX -- Philosophy of, theory of, history of, important legislation

concerning.

6. Use Specific grade descriptors, e.g., Grade 7, Grade 2, in addition
to educational level descriptors. However, avoid indexing grade ranges
(e.g., Grade 7, Grade 8, and Grade 9) when they're essentially
equivalent to a level (i.e., Grades 7, 8, & 9 = Junior High Schools).

7. If appropriate, more than one level may be assigned.
EX -- Intermediate Grades and/or Junior High Schools to describe

middle school populations;
Higher Education and Elementary Education to describe

preservice preparation for elementary school teachers.

8. If there is no educational level, try to use an age level.

9. See lists of educational level descriptors and age level
descriptors in Thesaurus front matter or in the Indexing Handbook.

re: "Ethnicity" Terms

1. -jse the most specific descriptor available to identify the ethnic
group being studied, discussed, etc. For example, if the document is
only about Puerto Ricans, use "Puerto Ricans' not Latin Americans, Ethnic
Groups, or Minority Groups. If the document is about Puerto Rican
children, use both "Puerto Ricans" and a "child/children" term (e.g..
Child Development, Minority Group Children, Elementary School Students
(but, not just Children, if at all possiblel), since "Puerto Rican
Children" does not exist as a descriptor.

2. If many different ethnic groups are covered, list each individually
(as descriptors or identifiers however they appear in the Thesaurus
or LAL) if each is discussed separately and different points are made
about each. Otherwise, use "Ethnic Groups" or "Minority Groups."
These two broad terms should be indexed only as delineated by their
Thesaurus scope notes, i.e.:

ETHNIC GROUPS MINORITY GROUPS
Subgroups within a larger
cultural or social order that
are distinguished from the
majority and each other by
their national, religious,
linguistic, cultural, and
sometimes racial background
(Note: do not confuse with
"Minority Groups," which
has the connotation of being
the object of prejudice or
discrimination...)

3

Subgroups within a larger
society that are distinguished
from the majority and each other
by race, national 1.1ritage, or
sometimes by religious or cul-
tural affiliation (Note: unlike
"Ethnic Groups," "Minority Groups"
also have the connotation of being
objects of prejudice or
discrimination)



3. If the ethnic group is an identifier (e.g., Asian Blacks), also

index the most specific available descriptor (e.g., Blacks). If such

an identifier is majored, the corresponding descriptor should usually

be minored. Another example:

If Chicanos or Chicanas is used in the document, use "Chicanos" or

"Chicanes" (or a derivative thereof) as an identifier and a

"Mexican-American" descriptor, e.g.:

DESC Mexican Americans;
Females

IDEN Chicanes

DESC_Mexican American Education
IDEN Chicano Arts;

Chicano Studies

4. If a document contrasts two ethnic or racial groups, or two

countries, list both. Do not assume that "Whites" or "United States"

is implied. Use "White Students," rather that Whites, if appropriate.

Use the identifier "United States" sparingly, usually for various

subdivisions (see IAL listing) or for overall comparisons with other

countries (as above); otherwise, it may be implied by its absence.

5. If both sexes are discussed separately, or compared, the use of

"Sex differences," "Sex Role," etc., instead of "Males" and "Females,"

is usually more appropriate.

6. Use "Foreign Countries" as a minor descriptor for

documents/articles about countries (populations included) other than

the U.S.A., coordinating the name(s) of the specific country/countries

(and geographic subdivisions) in the identifier field. Geographic

identifiers may be major or minor as appropriate. ERIC's

idiosyncrasies for Canada (use provinces) and the U.K.(use states,

i.e., England, Scotland, Wales, and Northern Ireland) should be

followed avoid using "Great Britain" unless the topic is the island

of Great Britain [excludes Northern Ireland].

7. Use the descriptor "Developing Nations" (used for Third World), in

addition to "Foreign Countries," when the subject is national or

international social and economic development. Developing Nations is a

socioeconomic concept and should only be used in that sense, e.g.,

shouldn't be used for a document on "Teaching Reading in the Sudan,"

unless the idea is reading for economic development, etc. The

descriptor "Developed Nations" (i.e., industrialized countries), also a

soo4.oeconomic construct, may also be indexed along with Foreign

Countries when appropriate. Developing Nations, when used, is often a

major descriptor (both it and Developed Nations may, of course, be

major or minor depending on the document).

S. Keep in mind that ERIC users search for descriptors in pairs, or

sets, so if a user wants information on Cambodian parents, he or she

will search for the combination of "Cambodians" and "Parents." Thus,

when deciding which should be major descriptors you should consider

probable combinations of descriptors that will be searched. In this

example, however, the most specific "parent" term should always be

4



indexed, not just "Parents." If the choice was "Mothers,"manual access
could still be retained under "P" by co-indexing major terms like
"Parent Aspiration" or "Parent Child Relationship." Of course, all
IS parent" terms can be searched simultaneously on a computer via
truncation.

9. If a document discusses speakers of a language other than English,
use:

(desc) Spanish Speaking, (iden) French Speaking, etc.,
OR

the specific language itself (desc or iden however in the
Thesaurus or IAL).

OR
(desc) Non English Speaking, if unspecified.

In addition, use appropriate "language" descriptor(s), including
"bilingual" terms (e.g., "Limited English Speaking").

Of course, (desc) English, (iden) English Speaking, etc., are also
indexed when they're the subjects of documents.

re: Form Descriptors

1. When indexing research documents, care is taken to include a
descriptor (minor) describing the type of study, e.g., Case Studies,
Field Studies, Cross Sectional Studies, Ethnography, Longitudinal
Studies, State Surveys, National Surveys, School Surveys, Comparative
Analysis, Trend Analysis, Followup Studies. If a document talks in
detail about how to conduct these studies, termks) are assigned major.

2. When indexing educational practitioner documents or guides, care is
taken to include a descriptor (minor) describing the type, e.g., Lesson
Plans, State Curriculum Guides, Resource Materials, Units of Study,
Instructional Materials, Textbooks, Workbooks, Faculty Handbooks,
Laboratory Manuals, Study Guides, Test Manuals.

3. The minor descriptor Questionnaires and the pubtype code 160 are
used for documents that include the actual survey instrument.

re: Identifiers

1. Identifiers are specific indexed entities that do not appear in the
ERIC Thesaurus.

2. Do not be reluctant to use identifiers, but avoid making up words
or using the author's terminology indiscriminately. Names of more than
one word must follow a consistent spelling pattern, i.e., an IAL
precedent.

5
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3. Always index the following types of identifiers when they're the
subjects of documents (using the IAL precedents):

Institution or association names
(not indexed if they merely prepare a report, unless it is
an official position paper or similar statement; avoid
indexing public school names unless they're particularly
significantinstead, index the name of the school
district);

College or university names;
Persons;
Laws

(enacted, not proposed);
Geographic Regions;
Foreign country names

(coordinated with the minor descriptor Foreign Countries
ERIC's idiosyncrasies for Canada and the U.K. are
followed);

Test names;
Computers;
Computer Programs;
Specific methods, theories, ideas, etc., not found in the
Thesaurus, e.g., Access to Health Care, Bush
Administration, Charisma, Child Health, Cocaine,
Collaboratives, Empowerment, Enlightenment Thought, Food
Stamp Program, Higher Order Skills, Immigration Law,
Partnerships in Education, Policy Implications, Project
Head Start, Thinking Skills, West Indians;

New terms in the field, especially those being written about
frequently.

6
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411
Glossary of Terms

ABSTRACT
A bsief (usually 2)0 words or Ws) imaatke tiescription of the abject content contained in a larger body of
informal= (e.g., a domain). Abstracts we tersely wrigen segmentations of the document, avoiding
non-hifornunion-bearing words, wasteful constsuctions, and added interpretation or algebra. There me tevent
basic types used in the ERIC system: informadve, indicative, and informathefindicative. (Zee also
Annotation.)

ABSTRACT (INDICATIVE)
A summary of the Mem Et or bind of infomation contained in a larger liody of informed= (e.g., a docanent).

desccipdon re or guide to the canton and format of the document, written from the viewpoiM of an Wormed,
but impanial and objective reader. h mons browny what is discussed or included hi the document. in wbat
manner the information is presenald, and, if necessary, to whom the document is addressed. An indicative
abstract tells you what you will find if you go to the document, but does not necessarily repeat any of the
information content.

ABsnaer (INFORMATIVE)
A nunmay of the impotent results or sipificant facts contained in a larger body of information
(e.g., a document). A condensed version of the essential ideas of a doorman, containing a statement (foan the
viewpoint of the mbar) of the thesis, development or proof, mid conclusions. An informative abstrimt attempts
to state what the document actually says, to actually convey substantive informatkm, and to some Went
substitute for the =the document itself, rather than to simigy indicate what one can find in the document if one
goes to it.

ABSTRACT (INFORMATIVE(INDICATIVE)
An abstsact containing a mix of approaches, including infomative information (direct transmission of author's
ideas) and indicative information (abstractor's description of whin the =oda will find in the document). This
type el abstract mst be carefully constructed so as not to costive the reader as to the viewpoint being
expressed (i.e., author's or abstractor's).

ACCESS ERIC
A support contsactor component of the ERIC system dedicated especially to outniadi, marketing, publicity, and
public relations. ACCESS ERE began in May 1989, with awanl of a contract M Aspen Systems Corporation.

ACCESSION
An item selected for a cdlection or database and put thsough the processing steps to be incoporated in that
collectice or database.

ACCESSION NUMBER
A number (or number with alpha pets) assigned sequatially to incoming items (e.g., documents) to tudquely
identify than. Cleatinghouses assign a Clearinghouse Accession Number (e.g., TM 000 123) for temporary
in-process control. Upon publication in RIB or CUE, each document is assigned a permanent systemwide
accession number (e.g., ED 123 456 or EJ 193 456).

hoe 1992 Par 1 ERIC Precesatos Mama



GLOSSARY OF TIMMS

ACQUISITIMIS
With Tamale to a *trim the critical first step in build* a libraq collectkin or database. This activity

includes acquiring books, documents, and other such material hy a litany or infinmation osier, through
puntame gift, or eschew. Acquisitions paovides the raw matedal kr the folkowing thectionic selectke,
processing (cataloging, indexing, abstracting), announcement, a:grieve', and dissemination. All ERE
comments play a role in acquiskions efforts.

With reference to materials: the books, documents, journals, and other suck material acquired by a lilmarY Or

information center, through purchase, gift, or =chimp.

ACQUISITIONS ARRANGEMENT
An agreement with a documentirrOthaing organization for the =Mimetic receipt of all (or a relevant portion)

of digit docummt output. The receiving organization is, hi tact, paced an the distrftatien or mailing list of

the prothaing arganizadon and *adage need not make individual rapists for every docinnent of haircut.

(See also ERIC Aegaiskions Arraagesieuts.)

ACQUISITIONS DATA REPORT (ADR)
An online file and a monthly reference publication (produced by the ERIC Facility on the basis of molar input

received from the aeminghouses), containhig the tides of ail docinnents limited by the Clearinghouses, over

a given period of time, kr possible announcement in RIE. Used for (Mileage checking of ininocem materials.

ACRONYM
A word fanned from the initial letters of a name, e.g., ERIC (Educational Resources Infonnation Center).

ADD DATE
On a computerized mord, the date the record was added to the file: usually expressed as a Julian date.

ADJUNCT CLEARINGHOUSE
An organization having a special interest in a topic within a mutat ERIC Clearinghouse's scope mid willing

to affiliate kalif wkh that Clearinghouse, at no cost to ERIC, for the purpose of improving bkliographic control

over the !keratin in the special interest area.

ADR (See ACQUISITIONS DATA REPORT (ADR))

ADVISORY BOARD
A group of specialists, in areas pertinent to the scope of a given Clearinghouse. selected hy that Clearinghowe

as msouree persons to advise them on various matters, e.g., desirabie Clearinghouse products.

AGE LEVELERS (See LEVELING DESCRIPTORS)

ALPHABETICAL DISPLAY (IDE4111FIERS)
The primary ananganat of the Idenitfier Authoriiy List (IAL). All approved Identifiers are listed
wad-by-word, along with categmy codes, postings caws, Scope Notes (definitions) where appropriate, and
references from nomrekrred taminology. (A second IAL anangemert is the Category Display.)

ALPHABETICAL DISPLAY (THESAURUS)
The primary arrangement or format of the Thesaurus of ERIC Descriptors (secondary arrangements are the

Rotated Display, the Ifierarchical Display, and the Descriptor Croup Display). All valid Descriptors (Main

Terms), invalid Descriptors (dead tams), and USE references appear in this &play intafiled alphabetically
wfxd-hy-word, together with definitions, cross-reference structures, and postings. It is the only display
containing the complete record ci every Thesaurus tam.

MCI's° ce asins Ma us st. Pase 2 June 1992
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GLOSSARY OF TERMS

CD-ROM
Acronym kir Corwact Disk Read-Only Memory, a computer-storage medium. CD-ROMs anabolism disks
with plastic coatings *out 41/2 inches wide in which pits meowing hinny code me etehed in the surface.
A laser player can be used to retrieve the slimed data. The user am 'read only,' i.e., dant on the disk cannot
be added to withered. CD-RM disla haw the mac* of roughly 600 megabytes (10-50 thaw as ma* data
as can be wad on a typical hard disk, cc a thousand times as much as can be stored on a typical 5'4-inch
110PPY did*

SilvaPlatter was the first commatial vendor, in 1986, to offa the ERIC database on CD-ROM. DIALOG
folbwed with their ERIC axtokt product the Mow* year.

CENTRAL ERIC
me arganbational =it within the U.S. Depanment of Educsdon, (ffice of Educational Roseau* mid
Impovanent (a3R1), reeponsate fa the ERIC netwat, its budgeting, biding, planning, plogram development,
monitoring, policy setting, etc. All ERIC augments (e.g., ERE Facility, EMS, Clearinghouses, ACCESS
ERIC, CUE Publisher, etc.) twat to Central ERIC.

CHANGE DATE
On a conyuterized nand, the date the acted was last added to achangat usually expressed as a Julian date.

CIAl PUBLISHER
Commacial printing orlanizadon responsade for ptddisIdng Ctonust Index to Journals in Education (CUE),
the Thesaurus of WC Dew:Isom and tumid cmnulations 4:0 Resowres in Edocation (RIE). Oryx Press
(Phoenix, Arizona) has been the CUE publisher since 1979. The previous CUE publisha was Macmillan
Infatuation (New York, New Yak). (See also Cliffitai Index to Amok* 1st Educaikts (WE).)

CITATION MDEX
A fans of index to the Waage that fists for a given article aU subsaprent articles referring to it.

CLEARINGHOUSE
A contractor within the ERIC netwat that takes responsibilky for the aciptisition ad processing of mataials
in one of the major areas of the field of ethicmion, esg., Higher Mow*" Languages, Tests, etc. ERIC
Cleminghousea have traditionally been located wain nonincet bstihnions aieh as univessidere die exaa
nmnber (now at 16) varies with the shifting needs of the educations! community. An ERIC aeminghouse has
responsibility within the network for acquiring the significant educatiosal litemtme within its particular scope;
selecting the Wiest quid* and most relevant material; pocessing (i.e., cataloging, indexing, abstracting) the
selected items for input to the database; providing teference and sarkval saviors; *vekoping information
analysis wow ccmduaing workshops imd making presentations; and generating other types a/communication
links within the educational communky. (See also Adjunct Ckarhighense)

CLEARINGHOUSE ACCESSION LOG SHEET
A log sheet enclosed with evay **man of documents sad from an ERIC Cleainghouse to the ERIC Facility.
The log sheet lists die documents contained in the Wyman, identifying their Level status, and whether they
are Cleatinghouse-generated publications (for highlighting).

CLEARINGHOUSE ACCESSION NUMBER
Each Clearinghouse in the ERIC system is identified by a two-letter *ha prefix (see Clearinghouse Prefix).
This Infix, together with a six-digit sequentially assigned number forms a preliminary Clearinghouse accession
number. Terworarily, up to the time they me annamced in RIE or CUE, all documents (and associered
peperwak) me identified and referred to by such numbers. Upon publication in WE or CUE, each docuinent
is assigned a permanalt systanwide accession amber (e.g.. ED 123 456 a El 123 456).

hine 1992 hge ERIC Itmoessing Monad



GLOSSARY OF TERMS

CLEARINGIKKIM PREFIX
A two-letter code assigned to each MC Clearbghouse for easy identificrtion. The codes am used as prefixes

far lb: temporary Cierhighouse accesskm number& The following codes are amently in usce CB, CO, CS,

)1,4, PC, FLOM IR, IC, PS, RC , SE. SO, SP, TM, and UD. The fallowing codes have bear used in the past

AC. AL, 11P. Eltd, 1-1, RE, IS, VT.

CLEARING110INE PUBLICATIONS
Cleminghouse-produced pdgications, includhig nemograpli& research revkwa, digests summadzing given topic&

state-of-the-art papas, guides to a field or to the Wanton of a field. etc.

CLEARINGHOUSE SCOPE OF INTEREST GUIDE
A reference tool that describes and defines the specific subject areas of respousbility of each ERIC

Clearinghow.

CODEN
A 5-cbmacta identification code for paiodical tide& Developed by the Amaican Society fiar Testing and

Matabb (ASTM), and comedy maintained by Chanical Abstracts Service. The coders fix the Journal of the

American Society fix Information Science is AISJIBE (See also Intersational Standard Serial Number

VIEN).)

COLLATE
The process of merging two or more sinulady sequenced files of data.

COLLATION
A statement a the wad of a document in pages or volumes, size, and important illustrative matter.

COMPACT DIMES (See OPTICAL MEDIA)

COMPLIMENTARY MICROFIOIE
Microfiche copies of corunluted documents, returned to authorafsataces as a *thank-yore and as an Waxman

for future contributions.

CONCEFIS (ArrioN)
Index tams that identify the action or activity used in an educational aplication. Examples are: instructiOn,

testing, and expaknents.

CONCEPTS (CURRICULUM)
Index terms the refer to the educational subject being administered, taught, or measured. Examples are
arithmetic, history, learning disaWities, reading, spatial ability, etc.

CONCEPTS (DOCUMENT FORM/TYPE)
Index tams used to describe the "document-type* characteristics of items in the database, as well as their

subject Examples we: instructional materials, hearings, case studies, position papas, questionnaires.
Document-type Descriptors are supplanentmy to codes cataloged in the Mikado' Type (PUBTYPE) (q.v.)
field.

CONCEPTS (LEVELERS) (See LEVELING DESCRIPTORS)

CONCEPTS (MATERIALS)
Index amen that identify the mataials or methodology used in an educational applicatica. Examples are:

language laboratories, objective tests, and filmstrips.

ERIC ha:cuing Manual Page 6 June 1992
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maw= GROUP DISPLAY
Om of fow arrangements or formatsof the Thomas °IBM Desetiptan (the others being the Alphabaical

Dday. the Rotated Display, and the Ilienuchical Display). Ibis dispkw maw each at the Descriptors hi

the Thews into one (and only one) of 41 Wed categoria, e.g. Equipasaa. The display dam tech of

them categories mgether with *babe& ways of the tonne dug have been assWied to each. (See also Grasp

Codes.)

vasaurroa JUSTIFICATION FORM OW
The original Themaras input ism. Discontimied in 1980 and replaced by theVocabulary Development Eons

Easournuts
Meanhigful catceptual tams or short phrases that cm be selected from a defined and minified vocabulary for

the puipose of descrthingicharactesizingtindezing the subject contea of a doom* text, or other data. (Set

also Main Term and eludes under Vancepee...*.)

DESCRIPTORS (DEAD/INVALID)
Tams that oace were valid Dasuiptots, but that have been delibantely removed from the usable tams in the

Thesairas. UnIke ow:tetrad Descriptors, posithgs for invalid Descriptors remain in the ERIC film Dead

term matas puts a /wild an forma Descriptors, preventing their further use in indexing and allowing them to be

set adde far examined= and possible reindexing at a later dam.

DESCRIPTORS (TRANSFERRED)
Fames hateable or main terns that haw been downloaded to the status of Used Farr (IN) tunas. Poona

Descriptors &Owed as UFs we no kmger carded in the ERIC Max their posdngs have beon ttamfened to

the reeferred USE tenns(s). Ms excludes taut= after December 1980 (when the kat Woad of the ERIC

(hitabase by the mejor vend= occoned); all tmarferred Descriptas that we is searchatde are listed in the

published editions of the Thesairus (see Table cf Contads and find "Tninsfated Descriptor?).

DIGESTS (See ERIC DIGESTS)

DIRECT ACCESS
The process of obtaining dsta from the memory or storage et a computer by going directly to its Wagon.

usually as specified by am skims, withold read* any other data. Colemsted with sequential or linear access.

DISCLAIMER LABEL (See POLICY DISCLAIMER LABEL)

DISSERTATION ABSTRACTS
An abstract journal (pmduced by Univasity kficmfilms Intanadonal) that =names the majority of domestic

doctoral dissertisices.

DOCUMENT
A gamic term mferring to any printed form in which a writam or gmphic work may be produced.

Encompasses reports, speeches, journal articles, dissatations, brochwes, pamphlets. poceedisP, boots, sod

many otha bthliogniphic forms.

DOCUMENT PREPARATION
Cleatinghouse prepandian of a document for filming by EDRS, e.g., mt3fping of illegible pages, telabeling a

colored mph so as to make it independent of odor, filling in window covers, etc.

DOCUMENT TRANSFER FORM
The form that wads the transfer of adocument from one Ciminghouse toanother (usually because the std,ject

matter is more ai)prOtNiale for the receiving Cleatinghouse).

Jane 1992 Page 9
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GLOSSARY OF TERMS

ERIC
An acronym standing for Educational Resonmes Intimation Center. A decentodized network of organized=
whose primly goal is hddlographic control over the &male *mature of ethical's. Comments arc
(1) Ondial ERV (the GOVUIVINIlt11110890r and max); (2) ERIC Oeminghouses (16 sown* caulnictoss);
(3) Support Conhactoss, (s) ERIC Rscilityediting, computer processing, (b) ERIC Document Reproduction
&nicemicrofilming, document dpsothiction; (c) CUE Athlishercommercial publishing, and (d) ACCESS
ERICoffireach.

ERIC ABSnitACTOR/INDEZER WORKBOM
An kstructkmal Ode for new ERIC abstrachns and indexers. It suppkments the ERIC Prwcusing Mould
by provift a set of exereises illustrating and reinforcing the basic principks af ERIC abstracting and indexing.

ERIC ACQUISITIONS ARRAMEMENTS (EAA)
A systemwide list of all Ocaringhouse and Facility acctions suangements. Betties cite the name of the
organizatim, date of contact, level of seprothictioa release, authorization, anthorking person, and any additional
explandory notes. The list Wades all organizations whose matedals are mph* and mutinely acquired by
ERIC and its use helps to pavan (Wiese acquiskions efforts and to facilitate the exchange of release forms.
(See also Aespdskiens Arrangement.)

ERIC ADMINISTRATIVE BUILETIN (EAB)
A tinsoathly *house organ* cd' the ERX system, containing news from all components, Medians from Cannel
ERIC, vendor announcements, sad other related ERIC news and information. Prepared by the ERIC Facility
on the basis et contrbutions finen all components.

MC CHARACTER SET
The alphabetic characters (upper and lower case), numeric characters, and special characters peanissible in the
ERIC database.

ERIC CLEARINGHOUSE (See CLEARINGHOUSE)

ERIC CLEARINGHOUSE SCOPE OF INTEREST GUIDE
A guide that ;amides a complete ascription of each Clearinghouse's area of coverage and lists (mini-thesauri)
a those Desaiptors most fietptutly used by each Clearinghouse.

ERIC CONFERENCE CALENDAR
Originally, a list of all the coukreaces in which Ciearinghouses planned to patticipate during the upcoming
calendar year, including those from which papers would be solicited. The purpose cd the list was to coordinate
conference participation and cenfaence-relatod acquisitions caws. Expanded by ACCESS ERIC in 1990 to
include all education-related conferences.

ERIC DiGzsrs
Shod reports (1000-1500 worcls, on one or two pages) on topics of prime current interest in education; designed
to provide an overview of information on a given topic, plus refuences to items provkfing more detailed
infcematime targeted specifically for practitioners with limited time for information gathering smd research.

ERIC DIGESTS ONLINE (EDO) FILE
A Matisse containing ERIC balliographic records for selected ERIC Iligests, to which have been appended the
full-text of the digests themselves.

ERIC DOCUMENT REPRODUCIBILITY GUIDELINES
A publication (produced by the ERIC Facility) intaided to be used as a gukle to determine the acceptability of
documents for microfilm* in terms of their paper color, ink color, papa type, type size, photographs, ender-
oversized pages, and other stricdy physical Was.

1.1,35
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GLOSSARY OF TERMS

ERIC DOCUIVO14T REPRODUCTION SERVICE (See =RS)

ERIC FACILITY (See ERIC PROCESSING AND REFERENCE FACILITY)

ERIC IMMIXIM HANDROCK
A gukie congaed in 1989 by the ERIC Thchnical Steering Committee containing stmunaries of in-honse,
scope-specific index* practices (ERE Cleming4muse-by-ERIC aearingbouse) as well as a general lin of
i)pams* indexing =minden. Now bli;01pOraied as an appendix o f ERIC Processing Manual Section VII
"Indexing.*

ERIC INTERNATIONAL (See INTERNATIONAL ERIC)

ERIC NETWORK DIRECTORY
This publication povides complete mauling addresses, telephone numbers, aid staff names and titles for all
ERIC network comment&

ERIC PARTNERS
Organizmions unlisted by the ERIC Cleadnghouses to aid in the process of disseminating ERIC information and
to help povide documents and user feamck for the benefit of the ERIC system. In mum, ERIC Partners
receive timely information and reduced rates an certain poducts.

ERIC PROCESSING AND REFERENCE FACILITY
A centralized infommtion pncessing facilky saving all components ci the ERIC uswork =der the policy
direction of Central ERIC. It accepts data Wu the ERIC Clearinghouses, edits and keys de data, and builds,
mainmins, and produces various products from the database. A wide variety of supporting Aural= me also
performed, e.g., acquisitions, lexicography, data =version, reference, tape distillation, forms coMml,
scheduling, etc.

ERIC SYSTEM DOCUMENTATION
The written doctunanation drat descnIes the sti1Ware (UNKRION proginns) that ovate the ERIC database, its
authority lists, and the ;inducts aeated from it.

ERIC TECHNICAL MEETINGS
Meetings held once or twice a year in which selected technical personnel of the ERIC Clearinghouses
(abstractors, indexers, uses services coordinators) meet to discuss meet issues and resolve aximical problem.

ERIC TECHNICAL STEERING COMMUTER
Group of 6-10 ERIC technical staff persons responssige for overseeing ERE technical operations, including
ERIC technical meetings, and recommending related policy matters to Central ERIC. Members meet 3-4 times
a year. The membership Mantes a Clearinghouse chair, 3-4 additional staff from different Clearinghanes,
technical representatives of the Support Contractors, and a Central ERE monitor.

rancrAprs
The commercial "brand" name used for the ERIC database in machine-readable form.

ERICTOOLS
The commercial inane name used for the ERIC internal reference publications (e.g., Source Directory,RIE
Mk Index) when sold to outside users.

EVALUATION
In the ERIC environment, Selection (the process of selecting items for R1E) is distinguished from Evaluation,
(the process el determining how well an item achieves its stated objectives). ERIC selects documents for its
database, but does not attempt to evaluate the accuracy, rigor, expesimental design, validity of conclusions, etc.,
of the items selected. Evaluation is left to the community of eduational practifirmen and other users.

I _II:: t'.)
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GLOSSARY OF TERMS

1AL (See IDENTIFIER AUTHORITY MST (IAL))

IDENTIFIERS
&mime= Bed retrieval terms intended to aid a depth to indening that is not always possible with Deadpans
alone. An Identifier is use* the name of a specific entity e.g., prciect, palm place, organization, test, graup,
item of etinipmeW, pleas at legisbnkm. An Identifier may also bo a new concept, under cansidnation for
Descriptor status and awaiting approval for admission to a formally controlled vocabulary or thesaurus.

IDENTIFIER AUTHORITY LIST (1AL)
A list of approved ERIC Identifiers (alphabetical and by category).

INDEX TERMS (Sec "CONCEPTS...* entries, and abo DzsourroRs end IDENTIFIERS)

INDEXING
The process of assigning words or terms to documents in order to describe their alga content for purposes
of subsegrent mirky& (See also Coorthnate Indexing.)

INDICATIVE ABSTRACT (See ABSTRACT (INDICATIVE))

INFORMATION ANALYSIS PRODUCTS (lAPs) (See CLEARINGHOUSE PUBLICATIONS)

INFORMATIVE ABSTRACT (See ABSTRACT (INFORMATIVE))

INFORMATIMINDICATIVE ABSTRACT (See ABSTRACT (INFORMATIVEANDICATIVE))

INTERCHANGE
A newskiter, containing new: of =Nest to ERIC users Etat types. Published 1972-1988 by the ERIC Facility,
and 1990 to present by ACMS ERIC. Owe quarterly, it is currendy issued twice a yes.

INTERNATIONAL ERIC
Informally, Mad. A long-tam initiative kir intanadond cooperation among the major English-language
education-related databases. It involves repres=atives from the Australian Education Indica (AEI). the British
Education Index (BEI), the Canadian Education Judea (CBI), and ERIC The New Zealand Council far
Educational Research Main at en other stage ri developmern, participates informally. Members presendy
haw in one another's ongoing vocabulary development work (the ERIC Thews has =mad as a model
for the vocabularies of the otha files). A long-tenn goal is to provide a searchable AEI/BEIXEMIC

uperf2de,* consisting of ink:rend= but closely associated databases.

InterED (See INTERNATIONAL ERIC)

INTERNET
A large "network of networks,* consisting af many regional networks (e.g., SuraNet, PrepNet, etc.)
intercormected via the TCP/TP communications protocol. TCP/IP is an acronym for Transport °mural
Protocol/Interface Progrnn. (See also Natkmal Research and Education Network (NREN).)

ti2'j
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GLOSSARY OF TERMS

LANDSCAPE PAGES
Pages ci text with the intimation recoided parallel to the long dimension sather than parallel to the short
dimension. Cariasted to a "rigkieading" dandled pap. Landscape paw, when microfiched in the
right-mans posidon, extend scmss two mai micsofiche bum meas.

LEGIBILITY
The quality of the priming in a particular document. Poor quality, whkh will not repaidace plainly, is often
mfared to as "marginal legthility." Documents that are predominantly of poor legthilky should not be selected
for the ERIC system. Documents with anly a few porn quality pages may be processed at Level
i.e., microfiche only, with the Me page marked VEST AVAILABLE COPY.* The pupae of nearicting such
docinnerns to Level 2 is to avoid having WRS custom= paying paper copy reproductkin pdces for poor
qualky or imreadabk pages.

LEVELING INSCRIPTORS
Select grows of Thesaarus Descriptors especially designated kr database partitioning mom ERIC has two
groups ot leveling Descriptom, the newsdatory etliwasional levelers and the age levelers. There me
14 mandatory educational levelers (PRESCHOIX BrarAncn ELEMENTARY SECONDARY
EDUCATR3N, and HIGHER EIVCATIC:0( among them). One or mare educational-1ml Descskrars must be
hulexed to vary En: citation, unless ma* action is deemed totally inappmpriate. Them ase IS age limb=
(e.g., INFANTS, CHILDREN, ADCIESCENTS, ADULTS, =SR ADULTS). explicitly defined to years of
age, and wad is optional indexing pidnts on citations concerned sirictly with age-level gimps ar papdations.
Erhicatkmal-kvel Descriptors, as mandatory terms, always have precedence over the ape-level Descriptors.

LEVELS (I, 2, AND 3)
Documents are announced in RIB at one of due posdble kvels

Level I: Documents art availabb in both microfiche and paper copy from MRS.

Level 2: Documents ate available only in mien/Elie from EDRS.

Level 3: Documerns are not available firm EDRS, but an alternate source of availability is cited in the RIB
iumouncement

LEXICOGRAPHY
The principles and practices of dictionary making. In information systems, frequendy used to refer to the
princ*Ies and practices of thesaurus making and indexing vocabulary development and maintenance.

LINE IMAGE DATA SET (LIDS)
The preliminary computesized fik, of WA:iambic data, which saves as a wscsatchpar for editors sad
proafreadess working on Resources. in Ethwasion (RIB). Ada in LIDS may be correctd on a MS basis (rather
than a field basis). When the editars are satisfied with the coneciness of the data in LIDS, it is 'released* to
the MC Mader File, assigned final accession numbers, and subsapiently pmcessed by computer kw an issue
of RIE.

LINK
An additional symbol (e.g., *el attached to an index term (or to a &camera number being posted to an index
term) that ties together related terms and separates tenns that am not related. The purpose ri a link is to avoid
inorrea comdination (lidse drops) at retrieval by demanding that only linked terms be coortrmated to produce
*hits." links are not employed in the ERIC indexing syskm.

June 1992 Pne 17 MC Proms* Maud



GLOSSARY OF TERM

LINOTRMI
A high-speed CRT-type photoconyosition device (waft off magnetic tape irqua; manufactured by the

Mergenthaler Linotype Company. Funned), in use at a few very high volume installations. 64. U-S-
Govemenent Prhiting Office (GPO).

LOGICAL OPERATORS (See BOOLEAN ALGEBRA)

MACHINE-READABLE DATA FILE (MRDF)
A body of dam not in printed form, but Misr in magnetic, optical, or other form that can be easily read by a

computer. ERIC anima= education-Mated data files (PUBTYPE 102) as long as they me available from

third partie&

MACMILLAN INFORMATION
The contractor which produced Current Index to Journals in Education hum 1969 through February 1979.

MAGNETIC TAPE
A long strip (typically 1 inch wide by MOO ket long) of magnetizable plastic tape used for storing data.

Usually data are stored aid retrieved using sequential scan access.

MAIN TERM
Main tains are the preferred, postal* tams in a thesaurug they am used to hider and scotch (IA, descrke and

retrieve), in a eminent maimer, the subject contem of materials entered in an infoemation system. The

concepts *main term" aid *Desaiptora are equivalent when used in the sense of C11111fOiled thesaurus

vocabularies.

MAJOR TERM
A Desaiptor or Identifier reinserting one of the mejor concepts contained in a bibliographic citation. Major

terms appear in the published subject indent:re all other indexing tams are, by definition, "Mar.' In Ma
ba restrict the size of is imblished indexes of RIE and CilE, no more dun five (S) major Descriptors and two

(2) major Identifiers or six (6) major Descriptors and one (1) major Identifier, may be assigned to any dation.

A Descriptor ar Identifier is Major or haver only in the context of the particular citations where k is being used

(i.e., it is not inherendy major or minor).

MASTERS ABSTRACTS
A publication produced by University hficrofilms Imanational (UMI) that =ounces domesdc Masters theses

(and research pap= from fifth-year progims).

MATHEMATICAL MODEL
A description of smashing in symbolic form in such a way that k can be formally manipulated and mults

derived Avithout direct ieference to the thing being modeled. Any sciatific theory =praised as a set of

equadas is a mathematical model, far example.

MICROFICHE
A 4" x 6* (105mm x 148mm) flat sheet of film, containing reduced images of document pages. ERIC prepares

microfiche for all Level 1 and 2 &mums announced in RIE, using the COSATI/NMA standard

(24X reduction; %I frames in a 7x14 grid). hficmfiche may be made ci silver, diem, or vesicular film. A

microfiche read& cr reader-printer is sectimd to read the page images. Only the data on the header strip of

the microfiche (containing accession number, title, author, etc.) are eye-legibk.

- -L O.
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GLOSSARY OF TERMS

OVERHEAD (ACCOUNTING)
Those mil carts that cannot easily be Madiated directly to specific elements of work and d* must, therefore,
he Amsted equallY sum $11 tub- Exam*: rent. Bahl% host. etc. Overhend, Genaid and Adininistrative
(O&A) Costs, and Brings Benefit Costs ate sometimes pooped under the heading of sinithect costs."

OVERSIZE
Any page wkh &pensions exceeding the *standard* 8W x

PAGINATION
In the ERIC mvironinent, refers to tbs number stlimidng of mah page (or part of a page) that will become a
somas frame an the final adardiche. Perfoemed secordhig to filming constraints and not according to
canveraional Hairy practice. The ERIC paginadon number represents the number of microfiche frames
requimd to recad the comment. Used together with the level information to progranundically generate an
MRS pdce code.

PAPER COPY (PC)
A paper rqroduction in standard SW x 1 1" format ci an original document. All Level 1 documents announced
in RIE are availidge from EDRS in pallier copy. (Remedy refund to as *Hard Copy.")

PARTNI" (See ERIC PARTNERS)

POLICY DISCLAIMER LABEL
A standard label that must wear on every documat enflamed in ERIC (Le., Levels 1 and 2), which states
thM the opinions expressed in the document are not necessarily those of the U.S. Department of Education. Its
purpose is to make it clear that ERIC collects documents from a variety of somas and that those documents
do not necessarily reflect official Department of Education policy ar position.

POST-COORDINATED TERM
A ceeeePt that is "Pot MOW at retrieval time (i.e., pc* or after the indexing process) throtigh the
coadination of two or mare separate terms. For exam*, the concept "halm Speakers,* which does not exist
in the Thesaurus as a temper se, can be sought via the post-coordination of the two separate existing tams
ITALIAN and NATIVE SPEAKERS.

POST-PUSUCATION CHANGE
A change made ao the ERIC database after the production of the mord* abstract journals, microfiche, and
database tapes going to vendors and other subscnbers. (Section X of the EPM covers procedures for such
changes.)

POSTING
To record. A document accession number can be *posted° (i.e., recorded) on a list of similar numbers that have
all been indexed by the same tem. Accession numbers me, therefore, sometimes awed to as *postings.°

PRE-COORDINATED TERM
An entry ki a thesaurus or vocabulary that is made up cA more than one word and that represents a complex
concept =misting of two or more mit concepts. Far example, the mit concepts °Teachers* md °Attitudes*
can be pre-coordinated imo the complex concept "Teacher Altitudes.* Pre-cardination refea to the fact that
the terms or concepts are already put together in the vocabulary, *pre-" the indexing or smrching proms.
Pre-coordinatice is cites justified on the basis of the prevalence of the complex concept in the 'given system.

1 ti
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GLOSSARY OF TERMS

READY REFERENCE
A series of one- or two-page qtdck reference sheets developed by the ERIC Facility, covering basic ERIC
intonation and statistic& Though 1991, 16 have been developed. Mary are revised annually. Exempt=
Elir Fact Sheet Sanqde Rosana (with call-outs); Accession Ranges (by your), etc,.

RECALL
The number of olocumentsfacassions retrieved in a search that am relevant to the original opestion, divided by
the tothl relevant decomettliaeoessions in the database/file searched. A ratio used as a measure of the extent
to widch the search detected all possible good Vie

REFILMING
A documed that was faulty when originally filmed, or that was filmed incorrectly. may need to be refimed mad
redstribukd. Refihnings caused by EDRS war are EDRS's responsbility. Refilmings caused by
Clearinghouse or Facility error are done at extra cost mad must be individually approved by Central ERIC.

RELATED TERM (RT)
A Timmons cross-reftreace used to hulloes any close conceptual relations* among Deadpan other tlwa
the area dassisithclass relationship described by Blonder Thms and Narrower Thum Related terms may be
close in mewing. may have the mme Bauder Ttsm, may be related in usage or application, may have a
part-whole reldionship, and so on. An RT reciprocal is another RT.

RELEVANCS
The number of documentsfaccessions retrieved in a search that are relevant to the original rpestkon, divided by
the total documents/accession; retrieved. A ratio used as a measure of the extent to which the output of a
search is on target and contains solely pod "hits." Synonymous with "precision.*

In selection, the extent to which the document deals with issues that are currem, "alive,* and of contencomary
interest to the educitional conummity.

REMOVE usr
A report listing all docurnasts submitted by Ciearinghouses for RIE announcanent, but removed prior to
publication. Reasons for removal may be: duplicate, Mier request, legibility problems, incomplete, lack of
reproduction release, not within selection crkeria, etc.

REPLY CARDS
Pre-pinted 3 X 5 cards for acknowledging ERIC database contautioos. They me provkled in quantity to
regular contributor& who Mad, them to documents sent to the Facility or the Clearinghouses. The ands are
returned to the contributors with information as to the disposition of the documents, incleding ED minters for
those added to the database. The cards are used to acknowkdge irregular contributors, as well.

REPORT NUMBER INDEX
An alphanumeric listing of all report Rumbas appearing in the Report Number fteld ci documents announced
in RIE. Not cuourdy a scheduled prtxtuct.

REPRODUCIBILITY (See LEGINLITY and ERIC DOCUMENT REPRODUCIBILITY GUIDELINES)

REPRODUCTION RELEASE
A waiver ce statement bow a document author. source, or copyright holder giving permissioa to ERIC to
repoduce the donation. If both paper arroy and micmfiche reproductions may be made, the release is described
as Level 1; if only micinfiche may be made. the release is called Leven. Reproduction releases are kept on
file at the individual Clearinghouses that obtain than. (See also Blanket Rdease.)

1
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GLOSSARY OF TERMS

SCOPE OVERLAP LAMM
A label affixed by the ERIC Facility to the cover d a document when the document ovadaps the areas of
Wand of two or more asarbghouses. Copies of the cover are than seed to the altanteive Clearinghouse(s)
to alert them to the fact that a document of Watt to them has been assigned to another Clearbghouse.

SCREENING (See SELECTICThl (OF DOCUMENTS))

SEARCH
A systematic attenqa to identify documents with some well-defined characteristics. Applies to both manual and
computer retrieval efforts.

SEARCH STRATEGY
The lo& of a panicular inqutry; the demands that a Bauch makes on its poteraial output. A search strategy
is usually exemplified by a series of index terms arninged in poops and intenmenected by logical operators,
e.g., ((HEALTH CARE a)Sis) AND KPRKINAICY) ( R (PRWINANT STUDENTS)). A record in a data
set must meet the specifications d a search strategy in order to be an output of the search. Smelt shategies
may be 'tight" and geared for retrieval of a until umber of highly relevant trans, or they may be "loose =I
geared for comprehensive output of anything that even Mao on the subject.

SELECTION (OF DOCUMENTS)
The process by which documents and journal articles me selected for addition to the ERIC database and
announcement in the monthly ERIC abstract journals. Selection is done on the basis of type of document,
legilility, size, quality, redtmdancy, and other factors. The complete set of criteria used for selection me
provkled in the MX Processing Afaxmal. (See also Evaluation.)

SELECTIVE DISSEMINATION OF INFORMATION (SDI)
Alerting otsmizatiosu or individuals to the existence d doctunans that deal with their areas of special interest
Usually based on a database or group of databases that are searched regularly, conforming to their update
schedule. The search for any one client/user is based on a *wale of that user.

SET
Any group of things having some characteristic in common, e.g., the set of documents issued by the National
Bureau et Standards.

SINGLE FRAME RESUME (SFR)
A record of data (cataloging, indexing, abstracting) collected fa- a document, as it appears in ME. Printed on
one page (Le., frame). Usually a computer printout The ERIC Facility peovides EDRS with Ms for each
doctunent to be filmed; these appear on the microfiche on the Page I frame weeding the cover or title page.

Strk. VISIT
A visit to Clearinghouses by Central ERIC pasonnel. At least one official site visit is made annually in
connection with performance review and evaluation.

srx-Powr TYPE
The smallest size type acceptable to ERIC for micmfihning purposes. (s...0.

SKEIZIONIZED RECORD
A record that has been found to be a 'Le oi* another record and that is therefore reduced in content solely
to accession number, title, and cr s-reference to its replacement (in order to prevent retrievals).



GLOSSARY OF TERMS

SOURCE CODE
A co& representing an imitation (e.g., a corporate source, a sponsoring agency). The ERIC Sosuce Code is

an 8-character alphommedc co& (3 alpha, 5 numeric). Information systems frequently make use of source

codes because of the length ci orpuisMbnal names and the oppottunities they provide to make smaR Crief11

in spacing. punctuMice spelling, etc. (Example: BB11123451

SOURCE DIRECTORY
An authority list of manizationalf/corponatenustkutional names, eking the pawed farm of each name. MC

follows the COSATI (q.v.) guidelines for establishing (1111311ilati011id names. Issued in a "Complete Edition,"

as well as a *Tnmeated Edition* covuing names established/uscd dating the paced* 5 years.

SOURCE JOURNAL INDEX
A list of the journals covered by Current Index to Journals in Education (CUE). Each journal is identified as

to publisher name and address, frequency, price, repdat avaibbIlity, ERIC aearinghouse respond* for it,

whether k is coveted ccsupsehensively or selecdvely, and, whenever pond*, the ISSN munber. Ananged

separatdy by journal title mid by respond* Clearinghouse. ERIC Clearinghouses nominme Widens to the

list. The CLIE publisher maintains the list and prints it in each issue of CUE.

SPECIAL CHARACTER
Any of the non-alphabetic, non-numeric characters used in a particular type font or printing device. Examples

of special characters would be $ ! # * ERIC makes use of a total of 26 special chmecters.

SPONSORING AGENCY
The menhaden that sponsored (and paid for) the work reported in a given docuinent. To be distinguished

from the organization actually (Icing tbe we*.

STANDING ORDER cusromm (SOCs)
Subserthers to tbe ERIC micrche collection. Subscriptkins are cm an annual basis and cost around $2,200

for some 12.600 tides (17,500 individual fiche cards), shipped to subscrilers in mouldy increments
corresponding to the monthly issues of Resources in Education (RIE).

STANDING ORDERS
Subscdpdons far all the publications (or relevant classes of publications) produced by a given source. EDRS

sells standing orders to the ERIC microfiche.

STATE-OF-THE-AR Z PAPER/REVIEW
A syrthesis and integration of the level of knowledge and expatise achieved by a particular scientific or

technical activity, e.g.. *the state-of-the-an in computer assisted-instruction." Summaries of this type are

periodically necessary in many fields. A compete review of the literature on a subject is often an important part

of the state-of-the-art study.

STEERING COMMITTEE (See ERIC TECHNICAL STia-RING COMMTITEE)

SUBJECT CATALOGING (Set INDEXING)

SUBJECT HEADING
In traditional library uactice, a membez of a controlled vocabulary of alphabetical index terms. Subjeet

Headings tend toward pre-coordination and may be made more specific by "dashed" subdivisions, e.g.,

JapanlEstimy.

SUBROUTINE
A program designed to perform a well-defmed, usually limited task and capable of being used as part of other

programs when that task is required.

1 _A
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ACRONYMS

AACIC American Association of Community iind Junior Ganges
AACTE American Association of Congos for Teacher Education
AAHE American Association for 11Wier Educe:km
AASA American Association of Sdmol Administratem
ACE Awaken Canna as Lhavion
ACES Advisory Council on &Wein Stati Mics
ACT Arnim= College Testing hograso
ACVE ERIC Clearinghouse on Adult, Career, and Vocational Education

Acquisitions Data Report
AFL Appalachia Educational Laboratory
AERA American Educational Roman* Association
AFT American Federation of Teachers
AIR American Inseam= for Research

Assocation ix hatinnional Research
ALA American Liirmy Association
ANSI American National Standards Instkiite
AR Prefix for: Mjunct ERIC Clemingbouse for Art Education
ASCD Association for Superviskin and Ciariculum Devi:lament
ASCII Amnions Standard Code for Infixmation Interchange
ASIS American Society for Won:nation Science
ATI Athanced Teel= logy Inc.

BRS BRS Information Technologies, Inc. (formerly Bibliographic Retrieval Services Inc.)
BT Broader Tenn

CAL Cada for Applied Linguistics
CAPE Council ix American Private Education
CAPS ERIC Clearinghouse on Counseling and Personnel Services
CBIS Cincinnati Bell Information Systems Inc.
CCD Common Core of Data
CCM Civwell Collier Macmillan
CCU() Council of Chief State School Officers
CD-ROM Compact DiskRead Only Memory
CE Pie& for: ERIC Clearinghouse on Adult. Career, and Vocational Education
CEC Council fry Exceptional Chihli-ea
CEM ERIC Clearinghouse on Educatimial Management
CG Prefix for: ERIC Clearinghouse on Counseling and Personnel Services (formerly "Counseling and (uidance")

CH Clearinghouse
ChESS ERIC Clearinghouse for Social Studies/Social Science Education
CUE Current Inder to Journals in Education
CLL ERIC Clearinghouse on Languages and Linguistics
CN Prefix fm: Adjunct ERIC Clearinghouse on Consumer Education
Comp. COnipiler
COSATI Committee tio Scientific and Technical Information
CPB Corporation for Pub& Broadcasting
CRESS ERIC Cleminghouse on Rural Education and Small Schools



GLOSSARY OF TERMS

ats

cs
CRT

CUE

DBES
DIALOG

DIP
DIP

EA
EAA
EAB

EBCDIC
EC

ECS
ED

Ed.

EDO

EDRS
EECE
EJ

ELC

EPM
ERIC

ERIC/ACVE
ERIC/CAPS

ERICRElai
ERIC/CliESS

ERIC/CLL

ERIC/CRESS
ERIC/CUE

ERICXECE

ERIC/RCS
ETS

EWA

FICE

FIPSE
FIRST
FL
FRSS

FWL

G&A

GED

GPO

He
HE

Congressional Reseach &MOO
Cathode Itie/ Tube
Prefix for: ERIC Clearinghoine an Roofing rad Ccommication
EILW Clearinghouse on Urban Education

Department of Health and Human Services
DIALOG Information Servicm, c.

Documents in Process System
Descriptor Jusafication Ikon

Pa& for ERIC Cleszinghoose on Educational bilanapinent (formerly "Educirtional Administration")

ERIC Aaptieitions Anangements
ERIC Adininisaatift Bulletin
Extended Dimly Coded Decimal Interchange Code
Prthx for ERIC Clearinghouse on Handicapped and Gifted Children (formerly 'Exceptional Children")

Education Camila= of the States
ERIC Doamtent
Dewy:mat of Education
Editor
ERIC Digests Online
ERIC Document Reproduction Service
ERIC Clearinghouse on Elementary and Early Childhood Education

Eltic Journal
Education Leaders Consortium
ERIC Process* Moused
Educational Resources Inforinatka Center
ERIC Clearinghouse on Adult. Career. and Vocational Education

ERIC Clearinghouse on Counseling and Personnel Services

ERIC Clearinghouse on Educational Management

ERIC Clearinghouse for Social Studies/Social Science Education

ERIC Clearinghouse an Languages and Linguistics
ERIC Clearinghouse on Rural Education and Small Schools

ERIC Clearinghouse on Urban Education
ERIC Clearinghouse on Elanattary and Early Childhood Education

ERIC Clearinghouse on Reading and Communication Skills

Educatioml Testing Service
Education Writers Association

Federal Interagency Committee on Education

Fund for the Improvement of Postsecondary Education
Fund for die Improvement sad Reform of Schools and Teaching

Prefix for: ERIC Clearinghouse on Languages and Linguistics (formerly "Foreign Languages")

Fast Response Survey System
Far West Laboratory for Educational Research aad Development

General & Adminisuative (Costs)
General Educational Development
GOVMUMCM Printing Office

Hard Copy (Replaced by PC = Paper Copy)
Prefix for: MC Clearinghouse on Higher Education
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GLOSSARY OF TERMS

HEWS Higher Education Geueral Information Survey
ILS&B High School mad Beyond

IAL Identifier Authority List
IBE Intemational &wean of Education
IBA Intensatitmal Association ix Evaluation of Educatkaal Achievement
IHAP We:national Asses rt..ont of Education Piogress

Institute for Educational Leadership
IPEDS Integrated Postsecoodaly Education Data System
IR Posfix far: WIC Cleuinghouse on Information Resources
BitA 'monoclonal Reading Association
ISBN International &mislaid Book Number
ISSN International Standard Serial Number

IC Prefix for: WIC Clearinghouse fix Junior Colleges
IDRP Joint Dissemination Review Panel
IS Prefix for: Adjunct ERIC Clearinghouse for United States-Japan Studies

Kindergarten

LC Liluzy of Congress
LB Prefix for: Adjunct ERIC Cleminghouse on Literacy Education fm Limited-English-Proficieut Adults
LEA Local Education Agency
LEAD Leadership in Educotional Administration Development
LIDS Line Image Data Set
LP LitragY Pregrams

MCREL Mid-Continent Regkmal Educational Laboratory
Microfiche

frIRDF Machine-Readable Data File

Number of Subjects in a Study (as in N = 12345)
NACUBO National Association of College and University Business Officers
NACWEP National Advisory Council ma Women's Educational Programs
NAEP National Assessment of Educational Prove*.
NAESP National Association of Elementmy School Principals
NAGB National Assessment Governing Board
NAICU National Association of Independent Colleges and Universities
NAIS National Association of Independent Schools
NAS National Academy of Sciences
NASBE National Association of State Boards of Education
NASSP National Association of Secondary School Principals
NATTS National Association of Trade and Technical Schools
NCATE National COURCil for the Acaeditation of Teacher Education
NCEA National Catholic Educational Association
NCEE National Commission cm Excellence in Education
NCERI National Council on Education Research and Improveinent
NCES NatiOnal Center for Education Statistics
NCLE National Clearinghouse on Literacy Education
NCREL North Central Regional Educational Laboratory
NCIIESST National Center for Research on Evaluation, Standards, and Student Testing
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GLOSSARY OF TIMMS 

NCSS National Council for the Social Studies 

Nem National Council of Tel WSW a English 

Nam Nationel Couca of Teachers of Mathematks 

NUN National Dngo Network 

NEA Natirmal Education Association 

NELSAS Nitia Aid Education Lonsitudinid Study of 1988 

NUBS Nations Household Education Survey 
NIE National Institute of Education 

NIH Nationsl Unitise, of Health 

NISO National Information Standards Organintion 
MS-72 Nationil Longiturfinal Study of 1972 

NPSAS National Postsecondary Stodent Ail Study 

NRC National Ream* Council 

NREN Na 6onal Reserech and Education Network 

NSBA Notional School Boards Association 

NSF National Science Foundation 

NSOFF Natioaal Survey of Postveconctszy Faculty 

NT Narrower Term 
NTIS Nmional Technical Inforntation Service 

NWREL Northwest Regime' Educational Laboratory 

OBEMIA Office of Bilingual Education and Minority Languages Affairs 

OCR Office for Civil Rights 
Optical Character Recognition 

OE Office of Education (now defunct) 

OERI Office of Educational Ressairli and Improvement 

OH Overhead fCcerts1 

OR Office of Reseamill 

OSERs Office of Special Education and Rehabilitative Services 

PC Paper Copy 
PEP Program Effectiveness Panel 

PIP Programs far the Improvement of Practice 

PMIS Project Management Information Systan 
ps Prefix for ERIC Clearinghouse on Elementary and Early Childhood Education (i.e., "Pre-Schoor) 

RC Prefix for ERIC Clearinghouse on Rural Education and Small Schools "Rural Cleatin.ghouse") 

RCG Recent College Graduates Study 

RCS ERIC Clearinghouse on Reading and Communication Skills 

RDIJ Research and Development Utilization 

RIF Resowces ire Edwatiot 
RREC Reading Research and Education Center 

RSB Research for Better Schools 

RT Related Term 

SASS Schools and Staffing Survey 
SAT Scholastic Aptitude Test 
SDI Selective Disseeninatim of Infonnatic, 
SE Prefix for: Prefix for FRIC Clearinghous4- for Science. Mathematics. and Environmental Education 

SEA State Education Agency 
SEDL Southwest Educational Development Laboratory 
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GLOSSARY OF TERMS

SML Southeast= Fdatostional Improventat Leburatory
SERVE Sou &Worn Wilma Vision fix
SeS Sociateanomic Shan
SFR Susi le Frame RinIEDO

SMEO &me Higher Educational Exectitive Officers

SLA Special Libraries' Associrsian

MAC Science, Mathematics and Environmental Analysis Casey (Same as SE)

SN Scope Note
SO Prefix foe Erx Oreringbouse for SOcial Studies/Social Science Bducetien

SOC Standing Order Custer= [for microfiche)
SP Prefix for: MtIC Dearinshouse an Teacher Bavarian (Le., "Scboal Personner)

STDS Sonny of Towbar Damand and Swage

TAC Technical Assistance Center (Chapter 1)

TCP/LP Transmission Control Protocol/Intoner Protocol

IFS Teacher Forlowup Survey
TM Prefix fon sac Clearinghouse co Tests, Measurement, and Evaluation

UD Prefix for ERIC Cleainghouse ca Urban Education (fonierly "Urban Disadvantaged"

UF Used For
UMI University Microfilms International

Unesco United Nations Educational, Scientific, and Cultural Organization

VDF Vocabulary Development Form

VIP Vocabulary Improvement Project

VRG Vocabulary Review Group

VSR Vocabulary Stann Report



Abbreviations, VI-16, 30
-Maw. V-15

Descriptors* V111-1-38

- Identificts, VU1-2-8, 9. 10
- Jeausegastaike, V-40
-Publimtion Date, V-130
-Report Number, V-154, 155
-Source Directory, V44
-Title, V-169
Abstract(s), V-13, 14 (see also Annotations)
-41rbseviations, V1-30
-Acronyms. V1-30
- Attribution, VI-I 1. 31
-Audience, VI-9
-Author, V-16, VI-9
-Author/Abstrictor Confusion. VI-31
-Author Language, VII-16
- Authorities and Style Manuals. V1-11
- Capitalization, VI-34
-Canunonly Confused Words. V1-32
-Content, VI-7
-Data Enuy, DC-24
-Definition. VI-1
-Derogatoly, Pejorative or Libelous Statements. V1-31
-Editing (by Facility). V1-30
-Emphases. VI-7
-Evaluative Statements. VI-31
- Format, VI-12
-Function, VI-I
-General Rules, VI-12
__Grammaritisage Problems, V1-33

Incomplete Sentences, VI-31
-Indicative, VI-3, 4. 7
-Informative. VI-1, 2. 7
-Informative/indicative. VI-5, 6, 7, 30
-Language and Vocabulary, VI-14
-Length of. VI-12
-Lists, VI-32

Measurement, V1-32
- Missing Information, V1-30
-Missing Words or Lines. VI-31
-Misspelled Words, VI-31
-Numbent, VI-32
-Page, VI- I 0
-Pamgraptt Structure, VI-12, 31
-Product Comparisons, VI-31
-Profanity. V1-30
-PUnctuation. VI-33
-Repetitive/Redundant Information, VI-31
- Rules for Writing, VI-11
-Selection. VI-7
- Sentences, VI-14
-Size, VI-30

INDEX

Sktemtary of Significant Rules, V-I5
-Table of Contents (Indicative Type Abstracts), VI-12
-Time, V1-32
-Typografbical Errors, V1-31
-Ungrammaiical Sentences, V1-32

Weigadaft. V1-7
AbstracOx Identificaticm, VI-20
Abstrackx Initials, V-16, VI-20
Academic Institutions, 11-11
Academic Level, see Educational Level
Acceptable Documents, 111-11, 12
Access Points, VU-1
ACCESS ERIC, 1-17
Accession Number, V-19, IX-25, B-16

(see also Clearinghouse Accession Numbers)
-Digests, 1X-27
-Summary of Significant Rules. V-20
Accessioning,
--aearinghouse. 1X-41
Acknowledgments to Contributors, IV-8, 26
Acquisition and Assignment (of Documents), 1-14
Acquisitions Arrangements List, see ERIC

Acquisitions Arrangements List (EAA)
Acquisitions Data Report (ADR), 11-14, 37. 38, 39,

40, 1V-3, 18, 29, V-47, 1X-1. 39, 43
-ADR Input Form, II-4I
-Printed ADR (Sample Page). 11-43

Acquisitions Methods and Techniques, 11-2, 3
Acquisitions Policies, 11-6
Acquisitions Request (Clearinghouse to

Facility), 11-47
Acquisitions Responsibilities. 11-1
-Centsal ERIC, U-1
-CUE Publister, 11-1
-Clearinghouses. I1-1
-ERIC Facility. U-1
Acquisitions Statistics, 11-26
Acquisitions Tools, 11-2, 12
Acronyms, V1-16, 30, V111-2-6. 7 (see also Glossary)
-Abstract. V-15
-Descript-sit. V111-1-38
-Identifiers, V111-2-53
-Title. V-169
Action Codes (VDF), V111-1-125
Action Concepts, V11-29
Add (VDF), V111-1-125
Add Dates (Descriptors), VIII-1-40
Adjunct ERIC Clearinghouses. 1-8
Administrative Marldngs, B-1
Administrative Reports, VI-22
ADR, see Acquisitions Data Report
Adult Education, VII-25
Advertising, 111-12, B-8
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Advisory Boards, 111-6
Age (of Docianent), 1111-15
Age (Clwonological), VII-23
Age Level, V11-17, 18, 28, 48
911411, V-33

Alating Services, 11-35
All and Some Test, V111-1-91
Almost Always (Sew Note), V111-1-61
Alphabet (Cyrillic), V111-2-13
Alphabetization (Mamma), VI11-1-40
Alternative Title, V-168
Ambiguity,
-Candidate Descriptor& V111-1-23
- Clarification of, in Lexicography, V111-1-6
-Descriptors, WU-1-49.69
American Indians (Identifias), V111-2-31
American National Standard Guidelines for the

Construction, Format, and Maintenance
of Monolingual Thesauri. V111-1-34, 105

American Psychological Association (APA), V111-2-35
Analytics, V-2-1, B-9
- Geographic Location, V-61
-Institution, V-78
-Note, V-116
And Others, V-32
AND (Boolean Operates), VII-4
Anglo-Ame&an Cataloguing Rules, V-xi, V111-2-13

i

Annotations (Writing of). V-13, 14, VI-27
-Defon, V1-27
-Example, V1-29
-Format, V1-28
-Function of. V1-27
-Language, V1-28
-Length, V1-28
-Specific Rules, V1-28
-Vocabulary, VI-28
Annual Reports, III-11
Anonymous Authors, V-32
Another Tenn Used Previously for this Concept

(Scope Note), V111-1-56
Antecedents, VI-16
Antonyms (R1), V111-1-105
Appendixes (of 1)ocuments), V1-19
Article(s),
-Capitalization, VII-49, 50

Descriptors, V-55
-in Identifiers, V111-2-16

Articles, Journal, see Journal Articles
ASCII Format, 1X-37
Assignment (of Documents to Clearinghouses).

1-14, 11-33, 1V-3, 4
Associated With (Scope Note), VI11-1-64
Associations.
-Identifiers, V111-2-47
-Institution, V-80

1111
Associative Relationship (same as RT), V111-1-103
At (@) Sign (in Digests). IX-29

Miadunesits, B-8
Attention on (Scope Note), V111-1-64
Attribution (of Abstract), VI-11
Audience.
-of Abstoict V1-11, 9
-of Document, V1-8
-of ERIC,
Audience, Target, V-21, 22, 23, 24, 25, 26,

27, 28, V11-36
-Authority List, V-22, V11-37
-Data finny, 1X-21
- Wrstorical Bitekgmlnad. V-26
- Publication Type, V-27
-Summary 01 Significant Rules, V-27
Audiovisual Material (Availability), V-38
Australia Major Divisions, V-59, VIII-2-26
Australian Education Index, V111-1-9
Australian Thesaurus of Education Descriptors,

V111-1-3, 24
Authcc/Abstractor Confusion, V1-31
Author Abstracts, V-16, VI-9
Author Language (in Abstract), V11-16
Author, V-29
-Abstracts. V-16, VI-9. 10
-Affiliation (Institution), V-78
-Authority of, 11I-15
-Confusion with Abstractor. VI-31
-Data Einuy, 1X-11
-Determination, V-29
-Examples. V-34
-Language (in Abstract). V11-16
-Multiple, 11-23
--Punctuation, V-31

Senior, V-30
-Summary of Significant Rules, V-32
-Viewpoint/Bias, VI-8
Authces Viewpoint/Bias, VI-8
Authorities (for Writing Abstracts), VI-11
Authorities Used (VDF), V111-1-1Ai, 145
Authority Files, VIII-1-13
Authority Lists.
-Audience, V-22
-Geographic, V-64. 65
-Governmental Status. V-69
-Language. V-10I
-Lexisvgraphy, V111-1-24
-Publication Type, V-142
Authority of Author/SourceiSponsor. 111-15
Automatic Distribution of Documents

(from Source to ERIC). 11-3
Availability, V-35, 37. IX-18
-Audiovisual Materials. V-38
-Document. 111-5. 26
-Examples, V-42
-Format, V-36, 37
-In CUE, V-39
-Journal Article:111-35
-Level 3 Documents, V-38
-Loan, V-38
-Mailing Addresses. V-36
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Multiple Sources, V-38
Special Anangemessts, V-39

Summary of Significant Rules, V-41

Backfile Changes
Deschplas. V111-1-32

Policies, X-I
Balance (on Controversial Issues), III-16
Bane Copyright Convention, 11-23
Best Copy Available, 111-21, V-108
Bias, 111-24
Bibliographies, 1-24, III-10, 25, V-146, V1-18, 22
Bibliography o f Publications About ERIC, 1-14
Bills (Legislation in Progress), III-12, VIII-2-40
Binders, Vinyl, 8-3
Blank Pages, 111-20, B-5
BIN* Spaces.
In Identifiers, VM-2-17. 18
In Report Number, V-153
Books, 111-11
Boolean Logic, V11-3
Booth, Barbara, V111-1-33
Brief Documents (5 Pages or Less), 111-23, 24
British Education Index, V111-1-9

British Education Thesaitrus,11111-1-3, 24. 28
Broad Descriptcrs, V11-46, 47
Broader Terms (BT), V111-1-31, 90
Changes NMI V111-1-128
Vocabulary Development Form. V111-1-122, 123

Broadsides,
Brochures, 111-12
Bmken Type, 111-18, B-11
Browsing
Desaipton, V111-1-46
In R1E/CUE. IM-11
BRS Information Technologies, 1-22
BT, see Broader Terms (BT)
Bullets (Digests), 1X-29

Calendar Dates (Scope Notes), V111-1-71
Camera-Ready Copy, 111-21
Camulian Eduction Index, V111-1-9

rmadlan Education Thesaurus, V111-1-3, 24
anadian Provinces/Tenitoties, V111-2-26

Candidate Descriptors, V11-35, 41, V111-2-1
Caritalization, VI-34

VII-49, 50
Descriptors, V111-1-38

Ethnic Gimp, Names, V1-17
Identifiers, VIII-2-15, 16
Index Terms, 1/11-49, 50
Thies. V-169
Catalog of Federal Domestic Assistance

(CFDA), V-159, V111-2-42
Cataloging,
Definitions, V-3
Objective. V-I

Principles, V-2

Cataloging (Data Elements),
Abstract/Annotation. V-I3
ERIC Accession Number, V-19

Audience. V-21
Anther, V-29
Availabilky (Other Than EDRS). V-35
Qearinghouse Accessien Number, V-45
Contract/Cnant Number. V-49
Descriptors. V-53
Geogiaphic Source V-59

Governmental Stains, V-67
Identifiers, V-73
Instkution, V-77

Issue (of Abstract Journal), V-87
Journal Citation, V-59
IAnguage, V-99
Level of Availability (at EDRS) V-105
Nate, V-111
Pagination, V-125
Publication Date. V-129
EDRS Price Code, V-133
Putiication Type, V-I33

Report Number. V.153
Sponsoring Agency. V-163
Tide, V-167
Cataloging (Summary of Significant Rules)
Abstract/Annotation, V-15
ERIC Accession Number, V-20

Audience. V-27
Author. V-32. 33
Availability (Other Than EDRS). V-41
Cleasinghouse Accession Number. V-48
Contract/Grant Number, V-51
Descriptors, V-56

Geographic Some, V-62
Governmental Status. V-70

Identifiers, V-74
Institution, V-85
Journal Citation, V-95
Language, V-102
Level of Availability (at EDRS), V-109
Note v-ta
Publication Date, V.131
Publica6on Type, V-140
Repoli Number, V-161
Sponsoring Agency, V-165
Title V-179
Catalogs, 111-12
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Categories,

410
Identifiers, V111-2-20
Crum and Effect (R1), VU-1-105
CD-ROM,
ERIC en. IV-3
Retrieval Systems, VIII-1-32

Seatches (Indexing), VE-10
Vendors, 1-22
CENDI, V-3-1
Cater(s), Research awl Development (OEM), 11-30
Cogral ERIC, 1-6
Acquisitions Respinsalalities. 11-I. 6, 7, 30
Reports to, 11-28
Role (in Acquisitions), 11-6
CFDA Numbers, V-159
Change (VDF), V111-1-126
Change in Scope (Scope Note), V1U-1-56
Character Set, see ERIC Character Set
Chwacteristics of a Good Research Report, III-31
Charts (Digests), IX-29
Chicago Manual of Style, V-ix, VIII-2-13
Child Abuse and Neglect Thesaurus, VIII-1-24
Child= (Analytics). V-2-1
Chronological Age. VII-23

Cone:pending Educational I.evel, VII-24

CUE (Current index to Journals in Education),
I-18, 20

Acquisition of Jamul Articles. 11-36
Availability Reid, V-39

Geographic Source Field, V-62
Input, IV-34
Institution, V-78, SO
ISSN. V-I57
Journal Article Availability, 111-35
Journal Chaim, V-91
Journal Selemion, 111-32,
Note Field. V-121
--Ouesbot Articles, V-92, 94
Pagination. V-90
Printed Indexes, VE-10
Publication Date, V-130
Recommending Journals for Coverage, III-35
Resume. IX-4. 7
CUE Publisher,
Acquisitions Responsibilities. 11-1

Publisher Input (to Resumes), V-7

Citations (Digests), IX-30
Clamp, B-18
Class Membership (Descriptors), VIII-1-15
Classic Documents, 111-15
Classification and Index of the World's

Languages, VIII-2-36
Classification of Instructional Programs, VIU-1-139
Classification, VII-1
Clearinghouse(s), see ERIC Clearinghouses

Clearinghouse Accession Lob Sheet, 1V-32
ant Input, IV-35, 37

ERIC Digests Online (EDO) Input, IV-39, IX-40
PRIORITY Moment Input, IV-11
Regular Document Input. IV-10
Clearinghouse Accession Number, IV-27. V-45,

IX-10, B-16
Rums (in Citations), V-48

Journal Articlm, V47
Note Field, V-112
Re-Use, V-47

Rearrangement V-47
Sequential Series. V-411
Series Used for CUE Records. IV-36

Summary of Significant Rules, V-48
Clearinghouse Acquisitions Lefferts) (TypicAl),
Ccenprunentary Journal Subscription Request, 11-54
Complimentary hficmfiche to Author/Source. 11-53

Conference Documents, 11-411
General Solkitstions. 11-50
Non-Profit Organizations. 11-49
--Ref4y Card. II-51
Repuduction Release Request, 11-52
Clearinghouse Acquisitions Operations, 11-12
Clearinghouse Acquisition Request (EFF-76). 11-13
Clearinghouse Advisory Boards, III-6
Clearinghouse Doctunent Handling, IV-15
Clearinghouse Input (to Resumes), V-7
Clearinghouse Number to ED Number

Cross-Reference List, 1-14, 1V-28
Clearinghouse Prefixes, I, 9, IV-28, V-46
Clearinghouse PRIORITY Documents, 1V-27
Oearinghouse Publications

(fcw Facility Archives), IV-30
Clearinghouses (Adjunct), 1-8
Coined Terminology, VIEI-2-42
Collected Works Group (PUBTYPE), V-138
Colleges, V111-2-49
Colloquialisms (Cross-References), V111-1-86
Color Coding (in Documents), B-12
Colored Ink, 111-18, B-12
Colored Paper, III-18, B-12
Commercial Materials, EU-11, 25
Committee Repot (Note), V-119
Common Words (in Identifiers), V111-2-10
Commonly Confused Words, VI-32
Communicatians Software. 1X-3
Compact ERIC, V-139
Compendiums (Journal Material). V-93
Compiler(s), V-34, 1X-12
Complimentary Microfiche

(to Contributors), 11-14
Compound Terms, V111-1-2
Comprehensive Journal Coverage, 11-36
Comprehensiveness (Selection Criteria), III-15
Computer, see Microcomputer
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Computer Database Thesaurus and Dictionary,

110 Computer Towhees, see Templates
Conference(s), 11-10

codeseamoiseetings (1esatirter Category), V111-2-20
Institution, V-78

Location (Geographic Source), V-60
papas (Nems), V-113

Prtmeedings, 111-10, V-173, VI-22
V-173

Congressional Documents (Report Numbe..), V-158
Congressional Hearings, III-10, V1-23

V-174

Conjunctions
Capitalization, VII-49, 50
--in DAK,tiptors, V-SS
in Identifiers, VIII-2-16
Consistency (in Lexicography), V111-1-4
Consortia (Institution), V-80
Contract/0mM Numbers, V-49. V-1-1, 1X-15
ample*, V-52
Patterns, V-50
--Summary of Significant Rules, 41

Ccetractor Reports, II-24, III-10
Contractir vs. Subcontractor (Institutkm), V-79
Contrast (Reprodtribility), III-18
Contribution to Knowledge, 111-13
Contributas (of Documents), 11-10, 1V-29
Controversial Issues, III-16
Convention(s),
Berne Copyright, 11-23
Universal Copyright, 11-24
Cooperative Agreements, V-49
Coordinate Indexing, 4
Coordinate With (Scope Note), V111-1-53
Copyright, II-17, 23, V-106, 107
Berne Convention, 11-23

Copyright Revision Law, II-23
Copyrighted Segments of a Document, V-I18. B-15

Fair Use, 11-25
Noto, V-I18
Universal Copyright Convention, 11-24

Core Eduadion Journals, 11-36, M-34
Corporate Author, see "Institution" and

"Sponsoring Agency"
Corporate Materials, 11I-24
Corrigenda, 111-12
COSATI, V-3-1
Council of Europe, 111-26
Counteragents (RT), VM-1-105
Country Names.
Authority Litt V-64. 65
Identifiers. V111-2-25, 27
Court Cases. V111-2-41
Cover Title, V-120
Cover-to-Cover Journal Coverage, 11-36, 111-34

111 Covers (of Documents), B-3
Windows, B-3

Crkeria for Judging Reseateh Repcnis
and Proposals, I11-30

Cross-References, VII1-1-120
V111-1-116

Descriptors, V111-1-41
Identifiers, VIII-2-13

Invested Bathes, V111-1-85
gen& VIII-146
Term Reversal, V111-1-85
Vocabulary Development Form, V111-1-124
CRS ThesauruslLegislative Indexing Vocabulary,

V111-1-24, 28
Curreocy (Non-U.S.), V-37
Current Index to Journals in Education (CUE),

see CUE
Cuniculum (1(k:odder Category), VM-2-21
Curriculum Concepts, VII-29
Curriculum Guides, V1-21
Currkulum Materials, ni-as
Cyrillic Alphabet, V-169, WU-2-13

Darkening (of Document), B-11
Data,
Acquisitions Data Report. IX-29

Input Requirements (Digests). 1X-27
On Diskette, 1X-26

Preparatke, DC-25
Retention, DC-26
RIE7CLIE Resumes, IX-9
Transmisska Schedule, 1X-26
Transmission, 25

Data Elements, see Fields
Data Entry (by Facility), 1X-25
Data Entry Requiranents,

Equipment, 1X-2
Hardware, 1X-2

Microcomputer, 1X-2
Modem, DC-2

Software 1X-2, 3
Telephone Line, 1X-3
Data Errors (Detected after Transmission), IX-26
Data Preparation Rules, LX-3
Data Provider, IX-8
Data Series,
Nato, V-120
Number, V-159
Dates,
Identifiers, V111-2-11
In Title, V-17S
Scope Notes, V111-1-71

Dead Descriptors, V111-1-14, V111-1-37, 42, 43,
70, 139, 140
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INDEX

Definition (of Abstract), VI-1
Defhtitional Scope Notes, VIII-1-47, 48, 49, SO
Delete WM VW-I-12C 142*
De 'Mx! Desaipeors, VIII-1-43
Deletions (Informatkm from Decanted), B-14
Department of Education (Institution), V-79
Department of Edwation Documents, U-7, 14, 16,

IV-5, 16, V-107
-Handling Faun. 11-18, 1V-5, 7
-Notifying IV-3

Derogatory Statements (in Abstract), VI-31
Descriptive Catakiting, see Cat Wing
Descripdve Note, see Note
Descriptce Field Fcemat, V-54
Descriptor Group Display (Thesaurus), VII-9,

VIII-1-16, 44, 46, 47
Descrirdon, V-53, VIU-2-5, IX-23
-Abbsevistions, V111-1-38
-Acceptability, VIII-1-34
-Anonyms, V111-1-38
-Add Dates, V111-1-40
-Age LeveL V11-28
-Ambiguky. VIII-1-49, 69
-Appearance it Umlaute, VM-1-34
-Ankles, V-55
- Broad Tains, V11-46, 47
-Broad. with Specific Identifien, VIII-1-101
-Browsing. V111-1-46
-Candidate. V11-35, 41, V111-1-18, V111-2-1
-Capitalization, V11-49, VI11-1-38
-Character Set. VM-I-36
-Compomid Words. V111-1-2
-Cross-Referemes, VIII-141
-Dead. VIII-1-14, 37, 42, 43, 70, 139, 140

-Dekted,
-Development, VIII-1-17

Lev& VII-21, VIII-1-68
-nvaluation Calais, V111-1-17, 21, 34
--Forced Concepts. VIII-1-67. 68
- V111-1-2

- -Fundamental Concepts. V111-148
- -Group Codes, V111-1-31. 40. 45, 117, 118
-Group Display, VII-9
-Groups, V111-1-44, 45, 46, 47
- Homographs, VIII-I-36, 37, 48
-Invalid, VIII-I-14, 37, 42, 43, 70, 139, 140, V111-2-5
-Inverted Entries, V111-1-37
-Length. V111-1-36
-Life Span, V01-1-41. 42, 86, 134, 139, 140
-Major, V-53. 54
-Maximum (Number ol). V-54, VII-45
-Minor, V11-45
-Multiword, V111-1-2, 35
-Near Synonyms, VIII-1-49, 104, 134
-New, V11-41, VIII-147. 117
-Nan-Subject Terms, VII-46
-Numerals, VIII-1-36, 37
-Patenthetical Qualifiers, V111-1-37
-Postings Counts, V111-1-40
-Pmlifention. V111-1-5
-Publication Type. VII-30, 31, 49, VIII-1-69

--Parpose, V-54
-Qualifiers, VIII-1-30 37
--aides and Qurventions, V111-1-33
-Scope Notes, V01-1-29, 30, 41, 47, 118. 126, 140
-Sex Neutral, VIII-1-38
-Singular vs. Plural. V111-1-36
-Specialized. V01-1-49
-Summary of Signifieng Rules, V-56
-Synonyms, V111-1-49. 71. 72, 74, 134, V111-2-5
-Technkal Tema, V111-1-50
-Tmminalogy Terrain, 1,111-1-32, 49, 77 4
-Than to Identifias, VI11-1-141
-Trinsferred. V111-1-41, 42, 86. 87, 133, 134,

135. 136. 137
-Usage Frequency, VIII-1-35
-vs. Fabrication Type, V-137
-Wtad Form. V111-1-36
-Wosd Order. V111-1-37

Desktop Publithing Commands, IX-2('
Dewey Decimal Classification, VII- t
DIALOG Infonnathan Services, 1-22, 25
Digests (ERIC), see ERIC Digests
Directories, III-11, 12, V1-22
Directory of Postsecondary Institutions, V111-2-50
Directory of Public Elementary and Secondary

Education Agencies, VM-2-50
Disclaimer Label, B-16
Discographies, III-10
Diskettes, DC-26
Dissertation Abstracts,111-22
Dissertations, III-12, 22, 23
-Institution, V-78
-Note, V-I 14
DiSSertaliOnSalleSes GiCrUp (PUBTYPE), V-I38
Ditto (Mimeographed) Copies. 11I-18
Do Not Confuse With (Scope Note), V111-1-54
Do Not Use Fcc (Scope riote), VIII-1-54
Document Delivery
-00-Desnind Orders. 1-16
DOCUMent Handling,
-ERIC Facility. IV-1
Document ?reparation (For Filming), 111-21
Document Securing Devices,
-Meta/ Clamps, B-I8
-Paper Clips, B-18
-Rubber Bands, B-18
-Staples. B-18
Document Title, see Title(s)
Document to Publication Type Cross-Reference.

VII-32, 33, 34
Document Transfer Form, 11-15, 111-9, IV-16, 17
Document Type(s), see also Publication Type
-Advertising. 01-12
-Armouncements of Funding Opportimities, 111-12
-Annual Reports, M-I I
--8ibliognichies,111-10, 24, 25
-Bills (Legislation in Process), 111-12
-Books, III-11, 27
-Brief Documents (5 Pages or Less), 19-11, 23. 24
-Broadsides, 111-12
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--Brochures, 111-12
Catalogs, 111-12
Classic, III-26
Classroom Materials. 111-28
Collected Works. III-27
Cenusercial Materials, III-22, 23
Caderenee Proceedinp and Papers. III-10
Congressional Hearings, 111-10

Contractor Repass, III-10
Coepets:0 Materials, III-24

Corrigenda, III-12
Creative Works, III-27
Canicultun Mated*, 111-28
Dendiptions of Pmmising Pmesitsts, 111-24
Directories, 111-11. 12, 27
Discographies, 01-10
Dissecations, III-12, 22, 23, 27
Drafts, 111-12
EMERI Denman Selection Repat (EFF-71), III-32

Employment Agreemmts, 01-12
Ephemera, III-12

ERIC Digests, 111-32
Errata, 01-12
Evalastien lostruments, III-24

Evalacien Reports, III-10
Feasibility Studies, III-10
Filmographies. 111-10
Focal Revolts, 111-12
Ryas, 01-12

Foreign, III-26
Guides, 111-10
Histotical Materiels, 111-27

Holdings Lists of Local I-Rotaries. 111-27
Instantiate' Materials. 111-28. 29, 30
4utesim Progress Reports, 111-12
Jamul Articles.
Journal Runk 01-12

Journals (Theme Issues), 111-11
Legal Materials, 01-27
Lesson Plans, III-28
Local Education Agency (LEA) Reports, III-12
Local Intents Doctunents, III-27
Machine-RaufaMe Data Film, III-12
Manuals, III-12
Maps. III-27
Nationsl Center for Education Statistics (NCES), 111-32
News Releaws. 111-12
Newsletters. 01-I2, 36
Non-Conference Presentatioos, III-12
Non-Print Materials, III-12, 27
Nurnerical/Qoantitative Data Compilations. III-24
Office ol Educational Research and Improvement

(0ER1), III-32
Opinion Papers, 01-24
Parochial Documents, 111-27
Personnel Policies, III-12
Position/Opinion Papers, III-10
Posters. 01-12
Predicant Papers, III-12
Preliminary Progress Reports, III-12
Promotional Materials, 01-I2
Proposals. 111-12
Questionnaires, 111-24
Recruitment Materials. 01-12
Reference Materials, III-27

Regulations, III-12
Rematch Repeats. 111-10. 31
Revised Pages. 111-12
*Serials (Limited (ondition), 111-1
Short Dadanents (Less than 5 Pages). 111-23
Speeches, III-12, 24
Standards, III-12
State Edacatien Agency (SEA) Reports, 111-10
State-of-dse-Art Papessfiteviews. III-10
Statistical Reports, 111-10, 24
Sudan Class Papers. 01-I2
Swims Guides,
--Studeut-Wrkten Materials, 01-30
Supplemectaly Pages, III-12
Survey hunsuments, 111-11
Surveys. 111-10, 27
--SynthesealluterprecnionsiSununaries, 1-24. 01-10
Teacher Guides, 01-28
Technical Repass, 81-10
Tests, III-10, 24
Textbooks, 111-12
Theme Issues (of Journals), 111-11, 36
Theses, 22
U.S. Department of Education. 111-10
Units of Study. 111-28
Yearbooks, 111-11

Document(s),
Academie Institatioes. 11-11
Acceptable. 111-1 I
Accaupsnying Information. IV-3. 16
Administrative Reports, VI-22
Age, III-15
Anablics. II-9
Appendixes, V1-19
Awignment to Clearinghouses, 11-33, IV-3. 4
Attachments to. B-8
Audience, 01-15. VI-8
Author Viewpohc/Biss. VI-8
Automatic DistAbution (from Source to ERIC). 11-3
Avatlabaity, 22
Best Copy Available. III-21

Biu, 111-24
Brief (5 Pages or Less), III-23
Camets-Ready Copy, 01-21
Candidates for RLE, 1V-1
Classk, 111-15
Comprebduiveness, 111-15
Conference, 11-10
Congtessional Hearings, V1-23
ContAbuton of, II-10, 1V-29
Controversial, 111-16
Copyrighted, 11-17, 23, 25
Copyrighted Segments, II-25, V-118, II-15
Cover/Tide Page (Sample), IV-25
Cover (Window). 8-3
Curriculum Guides, VI-21
Da/telling of. 8-11
Deletion of Infant:union from. 11-14
--Delivery to EDRS. IV-15
Department of Education. II-7, 14, 16, IV-5, 16, 27
Disposition of Original Documents. IV-34
Document Handling, 1V-15
Drawings, B-12
Duplkste Cis:eking, 11-37, P/-3, 16

Duplicates. IV-12
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ED Ntenher Assignment, IV-12
MC Program Office Review of, IV-12
Evanston, Q1-6
Even-liandednem, 01-16
Embus^ 11-4 31
Extespiny, III-26
Pirdesul, 0-13
Fedora Ily-fisaded. 11-24

Ftsures, 0-12
Foundations, II-11

GPO, 11-23, V-106
liandwrinen, 111-19, 13-12
Higldighted Ten, 01-I9
Hakim*, III-19

Illestrathms 13-12
In-Process, IV-1
Ina:insistent Information, 13-14
Infosmatian Removed from, 8-I4
--Infannatice at Variance with, B-14
Wended Use, VI-S
Kinds (to Acquire), 11-9
Legibilky. III4 , 17

Level 1 (Permission to Reproduce), 111-22
Level 2 (Permission to Reproduce), 111-22
Level 3 (No Pennission to Reproduce), III-26
Log Sheets, IV-9
--Microfilms* Problems, III-17

hfissiag Pages. III-19
Infeemmkn, 13-14

Mast Suitable, III-10
Multi-Piece. B4
Nott-Preft Organizoticas, II-11
Non-U.S., 0-27
Naa-Print Components, 8-8
Nan-English, II-26
MIL 0-23

Pagination, 111-19
Paper, 01-19
Pencil Markings, 3-I3
Photographs, 01-I9. 3-I2
Physical Chosamesistics, III-17
Physically Defective, III-21

Physically Securing of, B-1S
Point Size, 111-17
Preposition (for Elkins), 111-20, 21
Priorities (of Government). III-15
PRIORITY, 11-7, 16, III-10, 21, IV-5. 27
Processing Instructions, IV-4

Professions! Associations, 11-11
Program Descriptions, VI-22
Public Domain, 11-23

Pan:hose. 11-4
Purpose of, 111-13, V1$
Quality. 10-5
Relationship to Other Worts. VI-11
Relevance (of Document to Education), III-13
Reports (Research and Technical), VI-21

Reprodnasility, 111-5, 17
Reproduction Problems. III-17

Requests for Specific Titles, 11-4
Result: or Findiap.

Raging, 11-7. IV-5. 26
Scanning (for Acquisitions). 11-33
Scope, V1-11
Screening, 111-6

Script, 13-12
Second Copies, IV-29
Selection, 6
Sexual Cantent, 10-16

Shipment Verificstion, IV-9
Shipping, W-30

Shipping Instructions. IV-32
Short (5 Pages or Lass), 01-11
Single-Frime Resumes., IV-12
Miamian of, II-5
Sources of, 11-10, 11-30
Special Pestives, VI4
Speeches/Pressetatkins, 0-24, VI-21
Steadies Otters, 04, 31
State &baton Agency (SEA). 111-1 I
State Dammam. 11-24
Sullem Muter, 111-6
Tables, 8-12
Teethes Guides. V1-21
Tinselineu. 01-15
Tale Control. 1V-1
Tone-on-Tcee, 3-12
Transfer (to Other Clearinghouses), 11-9, 13,

III-7. 9, W-16
Type Size, 111-17
Types. 01-10. VI-11
Unsolicited. 11-3

111-12

Documentation,
Smarming. 34

Documents in Process (DIP) System. IV-1
Dot Matrix Type, 111-18. 8-11
Double Entry allearchia), V111-1-93, 96
Double-framing (on Microfiche), 111-20
Double Scope Notes, V111-1-65, 66, 67
Drafts (of Documents). 111-12
Drawings, 3-12
Duplkate Checking, 11-37, 1V-3-16, 1X-51
Duplicde Docuinents, 1V-12
Duplicate Pages, 8-4
Duplicate Titles, V-176

EAB, see ERIC Administrative Bulletin
ED Number Assignment, W-12
ED/OER1 Document Selectice Report (htir-71),

M-32, 33
Editing Abstracts (by Facility). V1-30
Editing, 1-15
Edition Statement (Title), V-171
Edition(s)
Student, 8-15
Teacher, 8-15
Editor(s), V-32. IX-12



EDO, see ERIC Digests Online
EDRS, see ERIC Docmnent Reproduction

Service (EDRS)
Educglian Journals, 11-9
Echwation-Related Journals, 11-9. III-34
Educathan-Relabxkiess, 111-7
Edricadonal Commtmity, V-21, 24, 25, VII-7
Educational Lab's ((M3R1), II-30
Educational Level, V11-17. 1=3, 20. 23. 24, 48
-Csoss-Refereace Table (Masa logical Age to), V11-24
-Deseripton, V-54. VH-21. 22, VI1
-India* Examples, V11-25, 26, 27
-*Or Tenn, V11-20
-himsdatory List. V11-22
Educational Likwature. VII-6
Educational Terminology, VIII-1-2
EFF-70-(ERIC Facility Form), III-7, 9
EFF-71 (ERIC Facility Form), 1B-33
Effectiveness of Presentation

(Sekction Criteria). III-14
EJ Accesskm Number, IV-35
Elenientazy Schools, VIII-2-50
Emphases on (Scope Note), VIII-1-64
Employment Agreanents, III-12
Empty Containers (PUBTYPE). V-136
Engineers Joint Council (ESC), VIII-1-103
English Languap (Use by ERIC), VI-20
English-Speaking Countries, V-59. 62
English Usage, V-xi
Ephemera, III-12
Equipment (Identifier Category). VIII-2-21
Equipment Requirements, IX-2
ERIC AbstractorlIndexer Workbook, VI-6, VII-12, 14
ERIC Accession Ntunber. set Accession Number
WC Acquisitions Arrangements list (EAA).

II-3, 12, 28, 34, 35, W-26, V-41
ERIC Administrative Bulletin (EAB), 1-14, V111-2-18
-Clearinghouse lwert, 1V-30
ERIC Administrative Procedures Manual, 11-6, 28
ERIC Calendar of Education-Related Conferences,

II- I
ERIC Character Set, V-12, IX-5
-Descriptors, V111-1-36

ERIC Clearinghouse Accesskin Log Sheet. IX-40
ERIC Clearinghouse Publications, III-11, V-138
ERIC Clearinghouse Scope of Interest Guide,

II-30, 33, 7, IV-3, 28, VII-11,
Appendix A

ERIC Clearinghouse(s)
-Accession Log Sheet (Completed), IV-10
-At:maker Log Sheet, 1V-32
-Accession Numbers, 1V-28
-Acquisitions Remonsthilities, 11-1, 7
-Clearinghouse Publications, 1-24

4110
-Complete List, V-46
-Data Entry, 1X-1

-Database Betiding Funakes, 1.6
- Facility Skews* to, 1V-30
--Log of Accession Numbers, 1V-28
- Other Panctions, 1-7
-Prefixes, 1-9, 1V-211, V-46
-Ftiblketions for Pecility Archives, 1V-30
-Reload and Retrieval Saviors, 1-7
-Shipments to Facibty. 1V-30
-User Savices, 1-15
-Vocabulary Development, VH1-1-7
ERIC Database,
-ED File, 1X-1
-13DO File, IX-1
-El File, 1X-1
-Vendor Versions, V-3
ERIC Digests Online (EDO), W-38, V-145
-Log Sheets, 1V-39 1X-40
ERIC Digests, 1-24, 111-32, VIII-2-19, IX-1
-18$ Sittn, IX-29
-Accession Log Sheet, 1X-40
-Accession Numbers, 1X-27
-ASCII Format, 1X-37

1X-70

-Charts, Tables. es*. 1X-29
- Data Input Requiranents, 1X-27
- Desktop Publishing Commands, 1X-29
-Ermrs Detected after Transmission, 1X-26
-Format, 1X-27
-Pull-Teet. 1X-28
-Headers. 1X-28
--idanifiers, V-74
-Italics, 1X-29
-Justification (Right/Left), 1X-29
-Line Rooms, IX-29
-Line Spacing, 1X-28
- Mamas, 1X-28
-Pamirs* indentions, IX-28
-Preparation of Full-Text Date, 1X-27
-Publication Type, V-138
-References, 1X-30. 37
-Report Number. V-159
-Sample, IX-31, 33
-ShiPPiall- IX-39
-Transmission, 1X-38
-Undalining, 1X-29
ERIC Document Reproduction Service (EDRS). 1-16
-EDR.S Price Code, V-133
-EMS Price, 1X-25

Shipments to, 1V-15
-Microfiche Shipment, 1V-15
- Reproduction Problems, 111-17

ERIC Document Transfer Form (EFF-70),
II-13, III-7,

ERIC Facility, see ERIC Processing and
Reference Facility

ERIC Indexing Handbook, 1. 11, Appendix C
ERIC Network Directory, 1-3, 14
ERIC-on-CD-ROM, W-3
ERIC Partners, I-8, 11-6
ERIC Processing and Reference Facility
-Acquisitions Arrangements. 11-30
-Acquiskions Program, 11-72
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-4owisitians Rosponstbilitios, 11-1
Document Handling, 1V-1
ERICIDOLS, 1-25
Fitactieua 1-13-14
Input, V-7
Repasts to, 11-28
ERIC Processing Kanual (EPM), I-v, vi
ERIC Products

1-2)
MC Databases in Mschine-Readable Form, 1-21
Identiler Authork Um, 1-21
R1E. I-20
77resostrus o f ERIC Descriptors,1-W
ERIC Program Office Review,
Review of Documents. 1V-12
ERIC Publication Types, see Publication Types
ERIC Ready Reference #6, 1-8
ERIC SchooIDisk, V-139
MC Source Directory, 1-14, V-81, 82, 83, 84
ERIC System Components, I-1
ERIC System Products, 1-3
ERIC Mk Index, 1-14, IV-3, V-176
ERICTAPES, 1-21
ERICTOOLS, 1-25
Enata, III-12, B-10
Emirs Detected After Transmisskin, IX-26
Especially (Scope Note), VIII-1-61
Et al, see And Others
Ethnic Concerns, 111-16
Ethnic Group Names (Capitalization in Abstract),

VI-17
Ethnic Groups (Identifier Category), VI11-2-31
Ethnic Groups, VII-19
Ethnologue,
ELIDISED Thesaurus, V111-1-24
European Education Thesaurus, VIII-1-24
Evaluation (of Descriptors), VIII-1-17
Evaluation (of Documents), 111-6
Evaluation Form (For Selecting Documents), III-6
Evaluation Instruments, 111-10
Evaluatian Reixxts, 111-10
Evaluative Statements (in Abstracts), V1-31
Even-ibuidedness (on Controversial Issues), 111-16
Examination of Document (Indexing), VII-14
Example (Scope Note), V1II-1-59
Exchange Arrangements, 11-6, 31
Exelucks (Scope NrXe), VIII-1-60
Exemplary Documents,
Exhaustive Indexing, VII-13
Expedience (Lexicography), VIII-1-29
Explode (Search Capability), VIII-1-100
External Users (In Vocabulaiy Development),

VTII-1-10
External Users (of ERIC), V11-7
Extracts (Note), V-117
Extraneous Pages, B-5

Facilities (Identifier Camay), VIII-2-22
Facilky ShOnentit (to Clearinghouses), IV-30
Faint Type, 111-18, B-11
Fair Uses Clause (Copyright), 11-25
False Drops, V11-5
Feasibility Studies. I1T-10
Federal Documents, 1143, V-71
Federal Education Laws (Compilation), VIII-2-42
Fedsrally-Funded Doc ments, 11-24, V-106
Felt Maiicers, B-13
Field of Study/Items Studied (RI), V111-1-105
Field(s),
Abatises/Annotation, IX-24
Added by Facility. DC-25
Availability, 1X-111
Clearinghouse Accession Number, 1X-10

Contract/Ora* Number, 1X-13
Corporate Author. 1X-12
Data 1X-8
Data Pmvider, 1X-8

Definitkm, IX-4
Descriptive Note. 1X-16

Descriptors, 1X-23
Discontinued, V-7
Dacumeig Tide, 1X-12

EDRS Price, IX-25
ERIC Accession Number. IX-25

Geographic Source, 1X-21
Governmental Status, 1X-23

--kientiften, 1X-24
Institutions, 1X-12, 13

Issue (of Abstract Journal), IX-25
Journal Citation, 1X-19
Keywords, IX-8
Language, DC-20
Level of Availability. DC-11
Mandatory. V-6,
Names. IX-8
Obsolete. V-7
Optional, V-4 8
Paginatkut, 1X-20, 25
Personal Author, DC-11
Publication Date. IX-113
Publication Type, 1X-16
Rept* Number, IX-15

Responsibility, V-It
R1E/C1JE Data, IX-8

Sample Description. V-11
--Sequence, 1X-9
Sponsoring Agency, IX-14
Subfield, 1X-9
Target Audience, 1X-21
Figures (in Document Preparation), B-12
Filing Distance/Order, V111-1-81
Filmographies, III-10
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Fmditp (of Documents), VI-9
Fiscal Reports, III-12
Flowchart,
-Vocabulary Development Programs V111-14
Flyers, 111-12
Foldouts, 111-20, B-6
For...See (Scope). VM-1-51
Forced Concepts (Descriptors), V111-1-67, 68
Foreign Countries,
-Identifier*, V0I-2-25

Foreign Legislation, V111-2-40
Form Letta's, 11-2, 34
-Acquisitions Letter (Complimentary kennel Subscriptian),11-54
-Clearinghouse Acquisitions Request, II47
--Clearinghouse Acquisitions Utter

-Complimentary hficroficise, 11-53
-Confirreone Documents. 11-411
- General Salichation, 11-50
-Non-Profit Orpuirations, II-49
-Reply Card, 11-51
- Reproductice Releue Request, 11-52

-General Miamian, II-45
-Request for Specific Memnon, 11-44
-Weak YOU Letter, 0-46
Form(s),
-Acquisitions Dais Report (ADR), 11-41, 42
-Clearinghouse Accession larg Sheet

hipm, 1V-37
-EDO Input, 1V-39
-R1E, IV-10, 11

Cl-earinghouse Acquisitions &west, 11-13
-Department of Education Document Handling Fonn. 11-18, W-7
-Doormat Transfer Fenn, 11-15, 1V-17
-EFF-70 (ERIC Document Transfer Farm), 11-15, 111-7, W-17
--EFF-71 (EWER' Doctsnent Selectko Report), 111-32
-ERIC Document Transfer, 11-13. 15. M-7
-ERIC Reply Cud, 1V-11
-Evaluation, 111-6
-Leften, 11-34
-GERI Policy Disclaimer Label, 1V-19
-PRIORITY Document Handing Form. IV-6
-Reply Card. 11-13, 16, 34
-Reproduakss Release Form (Manket).

11-21,1V-22
-Reprodirction Release Form (Specific Doormen°,

11-19, 20.1V-20
-Reproductiou Release Label (level 1),

IV-24. V-106
-Reproduction Release Label (Level 2),

IV-24, V-107
-Scope Overlap Label, 11-33. 1V-4
-Thank You Cad, 11-46
-Vocabulary Devekpment Form, V111-1-111
Format
-Dipsts, 1X-27
-of Abstract, V1-12
Former Main Terms, V111-1-41
Foundations, II-11

Frequently (SeePe Note), VIII-1-63

4111
Fugitive Literature, B-1
Full-Text (Digests), LX-27, 1X-28

Fundinnental Concepts (Descriptcss), V111-1-48
Funding Instruments, V-49
Funding Oppxtunities (Announcements of). 111-12

-G-

Gender Concerns, 111-16
General Mc4ors, Inc., III-24
General Solicitation (a Documents), 11-5, 45
Generally (Scope Ncte), V111-1-62
Generic Structuring, VI11-1-31. 90, 129, 130
Generic Tree (Descriptors), VIII-1-15, 16, 100
Genus (Lexicognphy), V111-1-90
Geographk Authority list, V-60, 64
Geographic Designators,

Identifian, VW-2-44, 45, 46

Geographic Locations (Identifier Category),
VIII-2-22, 23

Geographic Source (of Document), V-59, IX-21
-Author's Location, V-61
-Document Mug:mica Location. V-61
-Eurnpks, V-63
-Government Agency Location, V-61
-Historical Backgmund, V-61
-Summary of Significant Rules, V-62
-Thical Errors, V-61
-vs. Subject. V-60
Government Agencies.
-Identifiers, V111-2-47

Government Printing Office (GPO), 1-17, 20, 11-4
-Avarlabslity, V-36, 37
-Documem, 11-23. V-106
-Print Order Number, V-I59
-Stock Number, V-36

Govanmental Status, V-67, IX-23
-Authorities, V-68
-Eumples, V-7I
--Historical Background, V-69
-Reference Tools, V-68
-ScfloolsoColicgcsillniversitics. V-68
-Sammy of Significant Rules. V-179
GPO. see Government Printing Office
GPO Style Manual, V-1, V111-2-13
Grade Level, V11-23
-Corresponding Edutmtkssal Java, V11-24

Grammar/Usage Plublems, V-xi, V1-33
Grant Number, set Contract/Grant Number
Graphs (Digests), IX-29
Group Codes.
-Changes (VDF), VO1-1-126
-Desetiptoo, V111-1-3l
-Thesnunis, V111-1-40, 45
-Vocabalacy Development. Fans:, VII1-1-117. 118

Groups (Descriptors), V111-1-44. 45, 46, 47
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Groups (Ethnic) (Identifier Cah vary), VIII-2-31
Groups (Occupational) (Identifier Category),

V111-2-33
Groups (Other) (Identifier Category), V111-2-34
0113 Education Services, 1-22, 25
Guidelines for Descriptive Cataloging of Reports,

V-xi, V-3-1

-H-

Handling nd Shipping, 1-15, IV
Handling Fees, V-37
Hanciwrithig (in Documents), 111-19, B-12
Hardware Requirement*, IX-2
Headers (Digests), IX-28
Health-Related (Idetuifier Category), V111-2-34
Heavily Posted Identifiers (List), V111-1-18, 19, 20, 27
Hierarchical Display (Thesaurus),

VIII-1-15, 16, 46, 102, 103
-Double Entry, V111-1-93
-SOO, VM-1-93
Hierarchical Insertions (VDF), VIII-1-130
Hierarchical Relationships, VIII-1-75, 90, 91, 92,

97. 98, 101, 122, 123, 128, 129
-Branches. V111-1-92
-In Displays, V111-1-98, 99
-Isolates. V111-1-16. 97
-Polyhiarnehy, V111-1-94, 95

Hierarchical Searching, V111-1-100
Ifierarchical Structuring, VIII-1-31, 122, 128
Hierarchical Visibility, V11I-1-98
Hierarchy (Test), V111-1-75
Highlighted Text, 1E49
Historical Events (Identifier Category), VIII-2-35
Historical Notes (Scope Note),

V111-1-25, 50, 55, 56, 57
Holographs, III-19
Homographs,
- Descriptors. VIII-1-37. 48
-Identifiers, VM-2-17. 24. 53
- Relational. VM-I -64
-Split, VIII- I -138

Hyphenated Author Names, V-33
Hyphenation (VDF), VIII-1-117
Hyphens,
-Abstract, V-15
-Data Enny. IX-3
-Report Number, V-153

IRE Education Thesaurus, see
UNESCO:IBE Education Thesaurus

ME, see Inwrnatiosud Bureau of Education
Identper Authority List (IAL), 1-14,

VII-9, 10, 34, 49, VIEI-2-1, 3
-Alphabetical Display. V1140, V111-2-1
-Category Display. V11-10. VI11-2-2
-Clearinghouse Role. Via-2-4

Role, V111-2-4

Identifiers, V-73, V111-1-18, 26, IX-24
-Abbreviations. V111-2-8, 9, 10
-Acnnyins, V111-2-53
-Amaican Indians, Val-2-31
-Anicle(s), V111-2-16
-Anociations, V111-2-47
-131anh Spaces, 18

-Capitalization, VII-49, VM-2-I5
-Catepries. VII-34, V111-2-I. 2, 20
-CUE, VI11-2-4
-Cleesinghouse List, V111-1-27
-Cannon Words, V111-2-10
-CorifereneesAfeetings (bientifier Caregory), VIII-2-20
-Conjunctions. VIII-2-16
-Country Names, V111-2-25. 27
-Cross References, V111-2-13

-awdeulum (Identifier CtsterlorY), V111-2-21
-Data Entry, IX-24
-Dates. VIII-2-11
-Del-midair. V111-2-1
-Descriptors (Broad, assigned with Specific

Identifiers). V111-1-101
-Descripton (Toaster to Identifiers), V111-1-141
-Editing. V111-2-3
-Equippers (Identifier Category). V111-2-21
-ERIC Digests, V-74
-Ethnic Groups, VIII-2-31
-Examples, V-75
-Facilities (Identifier Category). VIII-2-22
-Foreign Countries, V111-2-25
-Geographic Designators, VII1-2-44, 45, 46
---Geographk LOCIdien, (Identifier Category), VIE-2-72. 23
-Government Agencies, V111-2-47
-Groups (Slink) (Identifier Category), VM-2-31
-Grays (Ocaspations) (Identifier Category), V111-2-33
-Gnat,* (Other) (Identifier Category), V111-2-34
-Health-Related (Identifier Category), VI11-2-34
-Heavily Posted, VIII-148. 19 20. 27
-Historical Events (Identifier Category), V111-2-35
-Homographs, V111-2-17, 24, 53
-Indexing. VII-13. 34, 38
-Indexing Arrangernenu, VIII-2-18
-Institutions/Organizations (Identifier Category). VIII-2-43
-Institution*, VIII-2-24
-Languages,tinguistics (Identifier Catcgorks). VIII-2-36
-LawsiLegislation (Identifier Categories). V111-2-37
-Length. VIII-2-8
-Major (Maximum). V11-45
-Major, V-73. VII-36
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-Methodsnlemies (Identifier Category), VIU-2-42
-Minor. VU-45
-Miscidanerns (Ideatifier Category) V111-2-43
-Name (Pommel) (Identifier Categt."), VIU-2-51, 52
-New, VU-41
-Non-English Telma, V111-2-12, 14
-Numben, V111-24
--Oecapstiosial Groups. V111-2-33
-Olganizationslinnhations (Identifier Category). V111-2-43
-Pawned Names (It leatifier Cetegory), V111-2-51, 52
-Postal Codes, VIII-2-48
-Peeposhions (Capitalization), V111-2-16
-Pmgrams/Projects (Identifier Category), V111-2-52
-Projects/Pmentms (Identifier Category), V111-2-52
-Proper Names, V111-2-11
-Punctuation, V111-2-17
-Roman Numerals. V111-2-11
-Science sad Technology (Identifier Category). V111-2-54
- Scope Note, VII1-2-13. 15
-See Also...Nemirow] (Scope Note), VM-1-52
-Societies, VU1-2-47
-Special Events. VIE-2-35
-Special Indexing Arreaganentr, VIII-2-18. 19
-Specific. with Broad Descriptem, V111-1-101

VIL1-2-11
- Summary of Significant Rales V-74, V111-2-vii
-Technology and Science (Weedier Categoey), V111-2-54
-Tests/Testing (Ideatifier Category), V111-2-54
-Theories/Methods (Identifier Categmy). V111-2-42
-Tales (Litany and Anistic), VW-2-55
-Transfer of Descriptors to, V111-1-141
-Truncation. V111-2-10
-Word Form, VII1-2-11. 12
-Wend Order, VII1-2-15
Illustrations (in Document Preparation), B-12
ILO Thesaurus, VIII-1-24
Impact co Database (VDF), VIII-1-146, 147
Impact on Thesaurus (VDF), VIII-1-145
In-Depth Indexing, V1:1-6. 13
In Notes, V-117
In-Process Documents, IV-I
In-Process Files, II-35
Includes (Scope Note), V111-1-58
Inclusive Pagination, V-90
Imximplete Sentences, VI-31
Indexable Informatim, VII-16, 17, 36
Indexer (VDF), V111-1-143
Indexing, VII, VIII-1-13
-Abstracting. V11-16
-Dots Entry. V11-53
-Rumple. V11-25, 26. 27. 38. 43. 44
-14catifiers, V11-13, 34, 35
-In-Depth. V11-6 13
- hewing*, VM-1-25
-Process, V11-12
-Purpose, V11-1, 5
- Menace Sounces. VI1-12
-Review, V11-52
-Specialized Terms. V11.46
- Specificity. V11-42, 46. V111-1-101
-Specificity (Examples), V11-43, 44

Goober 1992

--Summary of Significne Rules, V11-v, vi
V11-11

Indexing Arrangements,
V111-2-18

Wain: Concepts and Methods, V111-1-105
Indexing Depth, V-53, 73, VII-13
Indicative Abstract, VI-3, 4, 7
Information,
-At Variance with Document, 8-14
-Inconsistent, 8-14
-Not au Wannest. 8-14
-Removed frau Domenent, 8-14
Inharmation Accompanying Document, I1-16
Information Analyses Group (PUBTYFE), V-138
Information Retrieval Thesaurus of Education Terms,

VIII-1-104
Infortruaive Abstract, VI-1, 2, 7
Informaive/Indicative Abstract, VI-5, 6, 7
Initials (Abstractor), V-16
Ink (Colcard), III-18, B-12
Innovative Practices, III-14
Inserts (in Document Presentation), B-8
INSPEC Thesaurus, VM-1-24
Institute for Scientific Information (ISI), 111-35
- Genuine Article Smoke, 1-24
Institutions, V-77, IX-12
-Associations (with no Address), V-80
- CENDI/COSATI Guidelines, V-3-1
- Contractor/Subcontractor. V-79
-Dam Ratty, 1X-12
--Rumples. V-86
-Higher Education, V111-2-49
-Identifiers, V111-2-24
-in Ahmed. V1-29
-In Title, V-175
-Maniple Locales's. V-80
-New Names. V-81
-Source Directory. V-81, 82, 83
- Summary of Significant Rules. V-85
-vs. Sponsoring Agency. V-79
Institutions/Organizations (Identifier Category),

VIII-2-43
Instnictional Materials, III-28, 29, 30, VI-22
Instructional Scope Notes,

VIII-1-47, 48, 50, 51, 52, 53, 54, 55
Inte1ligence/Ability Level, VII-19
Intended Audience, VI-8
Intended Use (of Document), VI-8
Inter-Clearinghouse Transfers, IV-16
Interchange (Newsletter), VIII-1-10 13
InterEd, VIII-1-9. 24
Interim Progress Reports, 111-12
Internal Uses, VII-7
International Bureau of Education (IBE), 111-26
International Dictionary of Education, VM-1-3
International ERIC, VM-1-9, 24
International Standard Book Number (ISBN), V-36
-Report Number. V-157
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International Standard Serial Ntanber (ISSN), V-92
-Repast Number, V-157

Invalid Descriptors, V111-1-14, 37, 42, 43, 70,
139, 140

Invidid Pages (Pagination), V-126
Inverted Cross-References, V111-145
Inverted Descripors, V111-1-37
ISBN, see International Standard Book Number

(ISBN)
ISI, see Institute for Scientific Information (ISI)
blokes (Descriptors), VIII-1-16, VIII-1-97
ISSN, see Intenstaional Stodard Serial Number

(ISSN)
Issue (of Abstract Journal), V-87, IX-25
Italics (Abstract). V-I5
Italics (Data Entry), IX-29

-J-

-Non-Erkumice kannals 111-34
-Omaha, 11-37

111-32, 35
-Selective Coverage, 11-37
-Theme lams, V- 74
Junior Colleges, VIB-2-49
Justification (Right/Left), IX-29
Justifkation Information (VDF). VI11-1-142

1(-12, V111-2-50
Kellogg, Inc.. III-24
Key Wmds, V-3, 1X-8
Kinds of Documents (to Acquire), 11-9
Knowledge,
- Contribution to, 111-13
- New Applications, 111-14

Japanese-English Educational-
Use Keyword Equivalents, VIII-1-3

JDRP, set Joint Disseminatkm Review Panel (JDRP)
Joint Authors (Geographic Source). V-60
Joint Dissemingion Review Panel (JDRP), 11-35
Journal Article Reprint Services, 1-24

Kodak. Inc.,

Journal Article(s).11-11, 24 Label(s),
111-35 -Level 1. V-106, 13-16

-ln CUE, V-41 -Level 2, V-107, B-16
-In RIE. V-92 -0ER1 Disclaimer, 1V-19, 8-16
-institution, V-80 -Reproduction Release, 1V-24. 8-16
-Legibility 111-35 -Scope Overlap, 1V-4
-Oneshot, U-10, 37, 111-34, 37, V-39, 92, 94. 121. 157 Landscape Pages, B-6, 7
-Publication Date, V-130
-Selection. 111-11. 34
Journal Citation, V-89, IX-19
-Abbreviations. V-90

Language and Vocabulary (in Abstrxt), V1-14
Language Authraity List, V-101, IX-72
Language Bank, VI-20

-Examples. V-% Language(s), V-99, DC-20
-Format Validation, V-91 -As a Subject, V-100
-Fonnat V-89 -Authority List, V-101, 1X-22
-Pagination, V-90 -Examples. V-103
-Suminaly ci Significmt Rules, V-95 -Historical Background, V-100

Journal Issues (RIE), V-92, 93 -Summary of Significant Rules, V-102

Journal Runs, 111-12, 35 Languages/Linguistics (Identifier Category), VIII-2-36
-R1E, V-42, 93. 94 Laws/Legislation (Identifier Category), V111-2-37
-Tule, V-175 Legibility,
Journal Title,
-Validation, V-91
Journal(s),
-Comprehensive Covesuge.11-36
-Core Education, 11-36, 111-34, 35
-Cover-to-Cover Coverage, 11-36. M-34
-Educatke-Related, 11-9, H1-34
-Journal Article LegMity, 111-35
-New, 111-35

- Document Pre:panniers Problems. B-1. 11
-Legibility Note, V-117, 118
-Selection Criteria, 111-5, 17, 18

Legislation,
-Foreign, V111-2-40
- Popular Name, V111-2-38
--Pmposed, V111-2-40
--Short Tides. VH1-2-38
-State. V111-2-40
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. les, V111-2-311

-Amnesties of. V111-2-41
-Yew, VIll-2-39
Length (Descriptcan), VIII-1-36
Length (re Abstracts), VI-12
Letter-hy-Lans Ring, VIII-1-15, 81
Letter ht Lieu of Release, 11-25
Level (Age), see Age Level
Loy! (Echicational), see EducMiceial Level
Level 1 (Permission to Repnxince), 1-23,
Level 1 Labels. B-16
Level 2 (Permission to Retweekoce), I-23, 111-22, 23
Level 2 Labels, B-16
Level 3 (1* Pennission to Reproduce). 1-23,

111-22, 23
Level of Anulability, V-105, IX-II
-Level 1 ubd, V-106
-lxvirl 1. V-105, 106
-Level 2 lAseL V-107
-Level 2, V-10, 107, 108
-Level 3, V-103, 108
--Bunsesity Ut Silicant Rules, V-109
Lexicograithy (ERIC), V111-1-3
-Authorities, V111-1-13, 27, 211, 144
-Authcaity Lists, V111-1-24
-Avoidance of Psyllium/an V111-1-5
-Clarifiessiat of Ambilsilty, V111-1-6
-Consistency, VM-I
-aspediesace, V111-1-29
-Fanetions VW-1-4
-Fiecedenni, V111-1-29
--Remands hums, V111-1-26
_gulfs, V111-1-6, 33
-Besides of Dissolute, V111-1-32, 33

V111-1-27

Lnieloas StMements, VI-31
Library of Congress Card Number, V-36, 159
Ltrary of Congress Classification. VII-1
library of Congress Subject Headings, VIII-1-24
Life Span (Descriptors).

VIII-1-15, 37, 41, 42, 86, 87, 134
Line Returns (Digests), 1X-3, 29
Line Slue* (Digests). IX-28
Links (in Indexing). VII-5
Lippincou's Gazateer, V111-2-24
Lists (in Abstract), V-I5, VI-16, 32
Literature,
-Noy', B-1
-Tachnical Repot, B-1
Lome Documents, V-38
Local Collections (at Clearinghouse Hosts), 111-5
Local Educaticei Agencies (LEA' s), 111-12
Local Interest Documents, III-27
Log (of Charhighouse Accession Numbets), 1V-28
Log Sheets. IV-9
-CUE *lc lv-9
-Clearinghoese Accession Log Sheet (Completed), 1V-10

-100 Input. 1V-9, LX-40
-lestivakete, 1V-32
-RIB Wm, 1V-9
Long Titles, V-177
Loose Pages, 13-6

-M-

Machine-Readable Data Files
(MRDF), M-12, V1-23, 24. 25. 26

Mailing Address (Availability). V-36
Main Terms,
-Aral UP V111-1-74
-Descriptors, V111-1-34
-Fenner, VM-141
-RT Relationship whb UP, V111-1-86

vabulasy Development Faun, V111-1-118

Major Concepts, VII-6, 14
Major Descriptors, V-53
-Maximum. V-54
-Potpie, V-54
Major Identifiers, V-73
Major Terms, VII-45
Mandatory Blicational Level Descriptors,

see Educational Level
Mandatory Fields, V-6, 8
Manual Indexes, V11-6, 10, 45
Manual of Style, A, V-xi
Manual Reindexing. VIII-1-137, 138
Manuals, 111-12
Margins, IX-28
Masters Abstracts, II1-23
Masters Theses, 111-23
Materials Concepts. V11-29
McDonakrs, Inc., III-24
Measurement Materials, V1-23
Measurement, V1-17, 32
Medical Subject Headings (MeSH).

VUI-1-24, 28, VIII-2-34
Merging (Descriptors), VIII-1-134, 135
Metal Clamps, B-18
Methodology (as Something to be Indexed), VII-48
Methods and Techniques (Acquisitions), 11-2, 3
Methods/Theories (Identifier Category), VIII-2-42
Microcompuer Requirements, IX-2
Microfiche, 1-16
- Complimentaty Distribution, 11-14, IV-15, 29

Ardival Set, 1V-15
-Level 1 (Permission to Reproduce), 1-23. 111-22
-Leval 2 (Permission to Rgiroduce), 1-23, 111-22
- Level 3, 1-23
-Subscriptions (by Clearinghouse), 1114
-Subscriptions, 1-16



INDEX

hficrofilmhig Problems, 111-17
Kiddie School, V11-23
Muir Ccncepts, V11-14
Armor Terms, V11-45
Minority Concerns, III-16
Miscellaneous (Identifier Category), V111-2-43
Misshig Pages, 111-19, B-3, 4
Kissing Words or Lines, V1-31
Misspelled Words, VI-31
hexed Signals (ki UFs), V111-1-81, 82
Modem Requirements, IX-2
Modifying Existing Tenn (VDF), V111-1-125

Mon oftraPhs, 1-24
Monet ly Catalog of 115. Government Publications,

U-33
Most Suitable Documents, 111-10
Multi-Piece Documerfis

abrepanation for Fihning), B-8
Mu Id-Volume Documents (Title), V-172
Multimedia (Availability), V-35, 38
Multiple-Amhm Works, VI-U
Multiple Authors (0ettbg Reproduction Releases),

11-23

Multiple Locations (Institution), V-80
Multiple Merge (Doses *tors). V111-1-135
Multiple UFs, V111-1-88, 89

4111

Multiple Sources (Selection Criteria), 111-72
Multiword Descriptors, V111-1-2. 35

Names (Personal) (Identifier Category), V1U-2-51, 52
Nanower Terms (NT), V111-1-31, 90
Changes (VDF). V111-1-129
Vocabulary Devekpuent Form. V111-1-122
NASA Thesaurus, V111-1-25, 28
National Assessment of Educational

Progress (NAEP), V111-2-19
National Center for Education

Statistics (NCES), 111-32
National Counc0 of Teachers

of Mathematics (NCTM), M-30
National Criminal Justice Thesaurus, V111-1-25, 28
National Diffinion Netwcat (NDN), 11-35, V111-2-19
NCES, set National Center for

Education Statistics (NCES)
NCTM, see National Council of

Teaches's of Mathematics (NCTM)
NDN, see National Diffusion Netwoit (NDN)
Near Synonyms, V111-1-134

1 esa4non, V111-1-49
Related Tams, V111-1-104
Negative Results, V11-16,
New Aingications of Knowledge

(Selection Criteria), 111-14
New Journals, 111-35
New Line (Fmcing), IX-29
News Rekrises, 111-12, 8-8
Newsletteni, 111-12, 36
Nickname% V-30, 33
Non-Ethication Journals, 111-34
Non-English Documents, 11-26, VI-20
Non-English Terms, V111-2-12, 14
Non-English Titles, V-168
Non-Print Material, 111-12, V-120, B-8
Note, V-120
Non-Profit Ckganizations 11-11
Non-U.S. Documaits. 11-26
Normally (Scope Note), VIII-1-62
NOT (Boolean Operator), V11-4
NOT (Scope Note), VIII-1-60
Note, V-111, IX-16
Analytic", V-116
C1113, V-121
Committee Report, V-119
Conference Papers, V-113
Cover Tide, v-120
Data Retry, 1X-16
Dissertations. V-114
Examples, V-123
Historical Backwoond. V-121
LegibilityReprodackslity Note, 111-21
Non-Print Materiel. V-120
Related Documents, V-114. 115
Relationabip to Abstract. V1-29
--Suunnary of Significant Rules, v-122
Theses, V-114
NT, see Narrower Terms (NT)
NTLS Accession Niunber, V-160
NT1S Documents, 11-23
Number Sign, V111-1-88
Number Stamping, V-126
Number(s), V1-17, V1-32
Clearinghouse Accession. B-16
--ED Accession Number, R-16
Identifiers, VRI-2-9
Numerals (Descriptors), V111-1-36, 37
Numerical/Quantitathe Data Compilations. 111-10, 24
Nursing & Allied Health (C1N44HL)

Subject Heading List, VI11-1-25



43-

Obsolete Fields, V-7
Grant Number, V-1-I

Ammo Area Cade, V-I-3
Project Number, V-I-2
OCCipditingll Groups (Identifier Category).

V111-2-33

Occupations (lark:Icing), V11-18
Ockham's Razor, V111-1-108
OECD. III-26
OERI, see (Mix of Educational

Research said Invovement (GERI)
OERI Policy Disclaimer Label. 1V-19
Office of Educational Researdi and Improvement

(OLIt1), 111-32
contras Nalaben, V-50
Often (Scope Note). V111-1-63
On-Demand Orders 1-16
Oneshot Journal Articles, 11-10, 37, 111-34, 37,

V-39, 92, 94
Availability, V-121

V-I57
(Nimbi* (Ryer), 111-19, B-13

SCSfCh0S,
Indexing. VII-10
Online Vendors, 1-22
Optional Fields, V-6. g
OR (Boolean Operator), VII-4
Organizaticui for Economic Cooperation

& Development see OECD
Organizstitm Names (CENDI/COSATI Guidelines),

V-3-1
Organizations,
Subunits, V41
Organizations/Institutions

(Identifier Category). VIII-2-43
Original Doctmwnts,

Needed for Filming, B-1
Cisposition y WM, IV-34
Oryx Press, 1-20
Other Than (Sce9e Note), V111-1-60
Out-of-Sewnce Pages, B-4
Overindexing, VII-51
Overlap
Document Scope Overlaps Clutringbouses, 111-7

Oveslapping Concepts (RT). V11-1-104
Overlapping Images, 111-20
Oversize Pages, 111-20, B-6
Ozalid Blue Line Process, 11I-18

Packing (Shipping Instructions), W-32
Page(s),
Blank, 111-20, 8-5
Double-Framing. II1-20
Daplkates 8-4
Erma., II-10
Extraneous, 8-5
MMus, 10-20, 8-6
Landscape, 8-6
Loose, 8-6
Miming, III-19, B-3, 4

Out-of-Sequence, 8-4
°"21aFFing Images, III-20
Oversized. III-20, 8-6

Reduction R*110. M-20
Revised, III-12
Right-Reareng, 0-6
Ripped, 8-13

Rompkd, 13-13
Separator. 111-20
Size, UM

Superfluous, 8-5
Sappkesentary, III-12
Thbs, 111-20
Tide,
Undersize, III-20, 0-8
Wrong-Reading, 13-6
Pagination, 1V-9, V-125, 126, IX-20, 25, B-1
Pmblems, III-19
Inclusive, V-90
PAIS Subject Headings, V111-1-25
Paper Clips, 8-18
Paper Color, 11'-18
Paper Copy Reproduction (Blowback), 1-16, 1-23
Papez(s).
Colored, 13-12
Onionskin. 8-13
Translucent, 8-13
Paragraph (of Abstract), V1-12
Paragraph Indentions (Digests), 1X-78
Paragraph Structure (Abstracting), V1-31
Paralkl litle, V-168
Panuit Docurnent. V-2-1
Parochial Documents, 111-27
Pan Whole Relationship (RT), V111-1-96, 104
Particularly (Scope Mae), V111-1-61
Pauerson's American Education, V111-2-50
Pejorative Statements, V1-31
Pencil Mar/zings (in Document Prepration), B-13
Penney, (J.C.), Inc., 111-24
PEP, see Program Effectiveness Panel (PEP)
Perhaps (Scope Note), V111-1-63
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Permissive to Reproduce
-Level 1, 111-22
- Laval 2. 111-22
-Lae 3,111-26
Permaed Display, see Rotated Display (Thesaums)
Person (Grammar), VI-15
Pasonal Author, see Aahor
Persceal Contacts (VDF), VIII-1-143
Personal Names (Identifier Category), VIU-2-51, 52
Personnel Policies, III-12
Photographs (in Document Preparation), III-19, 3-12
Physical Characteristics Docmuents), III-17
Physical/Emotional Characteristics, VII-19
Physical Problems (with Docament), III-21, B-1, 3
Physkally Securing Document, B-I8
Play Thesaunn.
Plural vs. Singular (Desaiptors).

see Singular vs. Plural (Descriptors)
Point Size (of Type), III-17
Policies (Acquisitions), II-6
Polyhierarchical Relationship, VM-1-94, 95
Popular Name,
--Uses lace, VIII-2-38

Population Concepts, VU-17, 18, 48
PositinvOlAnicm Papers, M-10
Possible Applications (Scope Notes), VILI-1-57
Possible Use Relationship, VIII-1-96
Post-Coordination, VII-4
Postage Costs, V-37
Postal Coda
--In Availability. V-36
-In Identifiers, 1/111-2-48
-In Note, V-113
-U.S., V-40
Posters, 111-12
Postings, VII-5
-Coats (Descrkstos), V111-140
-Files,
- Split, VID-1-136
-Trashy, V111-1-133, 134
Pound Sign VIII-1-88
Practicum Papers, 111-12
Practitioner-Oriented Material

Group (PUBTYPE), V-138
Practitioners (Target Audience), V-23. 27
Pre-Coordination, VII-4
Precedence (Lexicography), VIII-1-29
Paxmordinated Upward UFs, VIII-1-83, 84
Prefixes.
-Cleasingbouse, 1-7, V-46
-Repast Numbers, V-I56
Prepoation&
-Capitalization, V11-49, 50
-in Descriptors, V-53
-in Identifiers, V111-2-16

1111
-in rgie V-178
Presentations, III-12

Press Releases. IV-3, B-8
Previous Indexing, VM-1-25
Previous Usage Has Varied (Sccce Note), VIII-1-56
Printed Indexes, VII-6, 10, 45
Priorkies
-Governmental,. 111-15
-Respassivemas ta. M-15
PRIORITY Document Handling Form, 11-8, 1V-5, 6
PRICRITY Documents, II-7, 16, III-10, IV-5, 27
-Log Sbems, 1V-9
Problems,

B-I,
/3-1, 3

- Repoducitilky. 13-1,
-Technical, B-1

Proceedings, Cale:mace, III-10. II. V-173, Neri-n
Producing Agent (RT), VIII-1-106
Product Comparisces (in Abstract), VI-31
Plufanity (in Abstracts), VI-30
Professional Associraions,
Profile (of Data Fields),
-Sample, V-11
Prognun Area Code. V-1-3
Program Descrisions, VI-22
Program Effectiveness Panel (PEP) 11-35. VIII-2-19
Programs/Projects (Identifier Category), VIII-2-52
Project Number, V-I-2
Pmjects/Rograms (Identifier Category), VIU-2-52
Proliferation of Word Fams

(Avoidance, in Lexicography), V111-1-5, 108
Proofmg, IX-26
Pmper Names,
-Identifiers, VII1-2-11

Proposals (Unacceptable Document), III-12
Public Domain, 11-23, V-106
Public Law Numbers, V-I58, V111-2-39
Publication Date, V-I29, IX-10
-Abbreviations. V-I30
- Examples, V-In
-Format, V-I29. 130
-Summary of Significant Rules. V-I31

Publication Prepangion Manual, I-iv
Publication/Document Type(s), 111-5, 10. V-136,

VI-8, VII-30, 49, V-135, 143-48, IX-16, 17
-Assignment Guide, V-149, 150. 151
-Eilslitigrapisies, 1-24
- Collected Works Groups. V-138
- Definitions, V-143
-Dissertations/Theses Groups, V-138
-Empty Containers. V-I36
-Descriptors, V-54, V11-30, 31. VIII-1-69
- Exampfra, V-14I
-Cheops. V-I38
- Guide, V11-32, 33, 34
-Iftstorind &Aground, V-I39
- Information Analyses Group, V-138
-Practitioner-Oriented thump. V-138

V-I35
-Refenince Materials Group. V-139



INDEX

Repasts Oroap. V-139
Sammy of Significant Rules, V-140
amnesty. V-142
Target Audience, V-27

Deserkabes, V-137

Publication(s)
ow Clearinghouse, 10-11
--Ckaringleatee Number to F. D Number Cross-Reference USI, 1-14
Ogress bodes to Journals in Education (CUE), I-18, 20
--ENC Adneinietnedve builetin (EAR), 144

MC Clearinghouse hthfications, 1-24. V-138
--ERIC Nowt.* Directory, 1-3. 14
MC &lunar Directory, 1-14, V-8144
MC Tide Index. 1-14

ERICTOOLS, 1-7.
Identer Authority List (1AL), 1-14. V111-2-1, 3, 4
--Retources in Education (R1E), 1-13
Source Journal WM 1-18
Theesauna q ERIC Deecriptors, 1-20, V1114-1-3
Publishas.
Institutkin, V-78
Punctuation, VI-33
Author Field, V-31
blentifien, VW-2-17
Index Tema, V11-51
Purchase (d Documaus). II-4
Purging (VDF), VM-1-132, 133, 142, 147
Purpose (of Document), III-13, W-8

Quality (of Document), 111-5
Quotation Marks (Abstract), V-15, VI-17
Quotations, VI-17

Race/Nationality, V11-19
Rather Than (Scope Note), VIII-1-60
Re-keying (Document Preparation), B-11
RecipiagjUser (RI), VILI-1-106
Reciprocal Cross-Refetences. V111-1-124
Recommending Journals for Coverage by CUE. 111-35
Recordkeeping,
Acquisition Anangonents Rlc. 11-35
A*1164600, 11-26
1n-Process Re, 11-35
Recruitment Materials, III-12
Reduction Ratio (Microfiche), 111-20

Reference Lists (Noting Existence of in Documents),
V1-18

Returnee Materials Group (PUBTYPE), V-139
Reference Sources,
Indexing. VI1-12
Reference Tools (Cataloging), V-it
References (Digests), IX-30, 37
Regulsehms, III-12
Reindexing (Manual), VIII-1-137, 138
Related Documents (Note), V-114, 115
Related Terms (RI), V111-1-31, 103
Astanyen, V111-1-105
Associative Relationship. V111-1-102
Authorkies, V111-1-10$
Categories, V111-1-103, 105. 106
Changes (VDF), VII1-1-131
Cause and Effect, V111-1-105

V111-1-109
Proliferation, VI1I-108
Selection, VIII-1-107
Vocabulary Development Form. VI11-1-123
Relational Hanographs, VIII-1-64
Relationship to Other Worts, V1-8
Releases,
NewiThess. 111-12, W-3, 11-8
Relevance (of Docunent to Education), 111-7, 13
Religion, VII-19
Religious Bynames, V-32
Remove List, W-13
Repetitive/Redtmdant Information, VI-31
Reply Card, 11-13, 16, 34, W-8, 15. 26
Report Literature, V-2
Report Number, V-153, IX-15
Abbreviations, V-154, V-155
Ccegiessional Doonnents, V-158
ERIC Digests, V-159
Exanyoks, V-162

V-I53
ISBN, V-157
ISSN. V-157
Mukiple, V-158
Non-Diftinctive, V-154
Prefixes. V-156
Summary W. Significant Rules, V-161
Reput Statement (Title), V-170
ReIxtl(s)
Acquisitions Data Report (ADR). 11-14. 37
Acquisitkns Reports to Central ERIC. 11-35
Annual. 111-11
Contractor, 11-24, 111-10
Evaluation, 111-10
Interim Progress, 111-12
Ronan* III-10, 30, 31
Technical, 111-10
40 Central ERIC, 11-28
Reporting,
to Central MC. 11-28
to MC Facility, 11-28
Reporting (thoroughness of). 111-14
Reports (Research and Technical), VI-21
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Reports Group (PUBTYPE), V-139
Reprints, 1-24, V-93
Reporbscibilky (of Document), 17
-Cannot 111-19
-Nate, V-117, 118
-Pmbleast, 10-18, 84, 11

Reproductkm Release Forms, 11-13, 17, 34, IV-18
-Blank* II-21, IV-22
-Lour in Lieu of, II-25
-Multiple Anthem 11-23
-Specific DOCISSICIA, 1149, IV-20
Reprodwtion Release Labels, 1V-19
-Level 1, P/-24
-Level 2, P/-24
Rapes fur Specific Document, 11-4, 5, 44
Resean% and Developmatt Centers (OERI), 11-30
Research Pr00818 (Lexkography), V111-1-26
Research Reports, 111-10, 30, 31
Researchen (Tirget Audience), V-26
Resources in Education (R1E), see RIE
Responsiveness to Priorkies, 111-I5
Results (of Documents), VI-9
Resume(s). V-3
-CUE (Seraple), V-5. IX-7
-Definkion, 1X-4
-RIB (Sample), V-4, IX-6
-atwcuE. 01-4
Retortion of Data, IX-26
Retrieval Systems,
-CD-ROM, Vt11-1-32
Reviews, 1-24, B-8
Revised Pages, 11142
RIE, I-1, 13
-Jamul Miklos, V42
-Journal bum. V-92, 93
-Jamul Rims, V-92, 93
-Master Schedule. 11-7
--Printed Indexes, VU-10
-Resume*, 1X-4
-RIE/C1111 Data, 1X-25

Right-Reading Pages, 3-6
RIB Issue-Remove List, IV-13
Ripped Pages, 3-13
Roget's Thesaurus, V111-1-1
Roles (Indexing), V11-5
Roman Numerals,
-Abstracts, VI-32
-Identifien, 11111-241
-Journal Otatiens, V-90
Rotated Display (Thesaurus), VIII-1-14, 15, 22,

38, 55, 77, 82, 85, 97, 1(Y7, V111-2-12
RT, see Related Terms (RT)
Rubber Brunt, B-18
Rules (for Writing Abstracts), VI-11
Rules for Thesaurus Preparation, VIII-1-33
Rumpled Pages, 3-13

Scanning (for Acquisitions), 11-33
Scattering (of 1dentifier), VII-13
Schedule.
-Data Tansmizesco, IX-26
--RIE Master Sebeduk, I1-7
-Shipping, IV-33
Science and Technology (Identifier Category),

Scope (of Docurnem), VI-8
Save Infringement, 111-7
Scope Note (Desaigess), V111-1-29, 30, 41, 47, 53,

59, 60, 61, 62, 63
-Attention on, V1114-64
-Authorities, V01-1419
- Calendar Daus, VIII-1-71
-Changes (VDF), VII14-126
-Dstes, 11111-1-71
-Definitiona1, 1/111-1-47, 48, 49. 50
-Double, VW-1-65, 66, 67
-Forced Camps, V01-1-67, 68
-Fitsulantestal Concepts, V111-1-48
-amnia! Notes, VIII-1-25, 50, 55, 56, 57

V111-1-48.
-Instmetional, V1114-47, 48. 50, 51, 52, 53. 54, 55
- Possibk Applkations, V111-1-57
-Relational Houtogrspbs, V01-1-64
-Subsumed Concept*, VW-1-57
-Vocabulary Developmess %nu, V111-1-118 119, 120Sove Note (Identifiers), V111-2-13, 15
Scope of Interest (of Clearinghouses),

111-6, 7, Appendix A
Scope of Interest Guide, see ERIC

Clearinghouse Scope of Interest Guide
Scope Overlap Label, 11-33, 1V-4, 28
Screening (of Documents), 111-6
Screening Ccsnmittees. 111-6
Script (in Documents), B-12
Search Results (VDF), V111-1-147
Searching
-by Clearinghouse Wu, 111-8
Searching (Use of Hierarchies), V111-1-100
Searohil8 of Database (1-exio011110y), M-1-32, 33Second Copies of Documents, IV-29
Secondaq Arrangements (Thesaurus), V111-1-14
Secondary Schools, VI/1-2-50
Securing Document(s), 13-18
See (Scope Note), V111-1-51
See Also (Scope Note), V1U-1-51
See Also....Ekkntifier) (Scope Note), V111-1-52
SeetUse...[Thesaurus Sectionsl (Scope Note),VM-1-54
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Se lectien
liagboase nesponsblity,111-6

OW& 111-5-22
4ountal Midas, 111-6, 32
finarrassy et Significant galas, 111-3

Selection (of Abstract Type). V1-7
Seketively-Covered Journals, 11-37

Setm(NOtinSnV111-1-47
Semicolon (Sutileld Delimiter), V-6, IX-9
Senkw Autbar, V-30
&steam, VI-14
Separator Pages. 111-20. B-5
Sequence of Vials, 1X-9
Sequsaial Saks (of %Ames). V-48
Serials (Publications)
-41111thilti011. V-78

United ansdation,111-11
Series Title, V-172
Set Theory, V11-3
Sex Fairms, 111-16
Sex Neutral Terminology, Val-1-38
Sat (Indexing) VE-19
Sexual Content (of Documents), 111-16
Shianent Verificition, W-9
Shipping Instructions. 1V-30
rsgeas,IX-39
Labeling sad Addressing, W-33
Packing, 1V-32
-shipping Method, IV-33
Shipping Scbsdalcs, W-33
Wayping, W-33
Short Documents (5 Pages or Less), 111-11, 23, 24
Short Titles,
1zgislasions V111-2-31
Siblings (RT), V111-1-196
Significance (of Cattribution to Knowledge), 111-13
SilverPbtter Information, 1-22
Singk-Frame Resumes, W-12, 14
Paginstion, V-I26
Singular vs. Phwal (Descriptors), V111-1-36
Slang, VI-30
Crou-Refcrencts.
Small Type, B-11
Smtsiged Type, 10-18, B-11
SN. see Save Note (Descriptors)
Societies,
identifiers. VII1-2-47
Socioeconomic Characteri VE-19
Software, 1X-2, 3
Conanunkations, 1X-3
Wont Processing,IX-3
Sometimes (Scope Note), V111-1-63
Source Directory, V-81, 82, 83
Abbnniations, V-84
Code Prefixes. V-84
Ilissorical Backgmand- V.44
Source Journal fndex, 1-18, I11-32, 34, V-91

October 1992
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Sources (of Docunseas), 11-10
Special Events (Identifier Catetary), V111-2-35
Special Forams (of Docrunent). V1-8
Special Indexing Arrangements,

V111-249

Special Instruct/cos (fa PrOc05ble, N-4
Specialization (Candidste Descriptors). V111-1-23
Specialized Taus (Descript(rs), VIII-149
Species (Lexkography), V111-1-90
Specificity (Indexing Ruk), V11-1-43, 44, V111-1-101
Speecheaeresentations, 11-24, 111-12, VI-21
Spelling.
--Idantifisn, V111-2-11

SPINES Thesaurus, VIII-1-25, 28, 105
Split Homograph, V111-1-138
Splits (Hierarchical), V111-1-93
Sponsoring Agency, V-79, 163, 1X-14

Bas*granad. V-I63
--Summary al Significnst Rates, V-165

lastinnio), V-79
Sponsors, Multiple (Note), V-I19
SPORT Thesaurus, V111-1-25
Standards, 111-12
Standing Orders, 11-5. 31
Staples. B-18
State Documents, 11-24
State Education Agency (SEA) Documents, 111-10, 11
State Legislation, V111-2-40
Stateof-the-Art Reviews, 111-10
Statistical Compilations, 10-10
Stmistics (Acquisitions). 11-26
Staying Power (Candidate Descripto(s), V111-1-18, 21
Student Class Papers, 111-12
Student Edition, B-15
Student Guides, 01-7$
Student-Written Materials, III-30
Style Manuals. V-xi, V1-11
Subcontractor vs. Contractor (Institution), V-79
Subfield, V-6
--Detinhion.IX-9
Subfield Delimiter (Semicolon). 1X-9
Subjext (of Document), V1-8
Subject Headings, V11-1
Subject Indexing, see Indexing
Subject Matter Documents, 111-6
Subject Specialists (Use in Selection). 111-6
Subscripts (Abstract), V-I5
Subsumed Concepts (Scope Notes), V111-1-57
Subtitle, V-170
Subunit,
--lastitution. V41
Now V-120
of Organizanott, V-4I
Summary of Significant Rules.
Abstract V-15
Abstracting/Annotating, VI-v

Index-2
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Accession Number. V-20
Acquisitions. 11-vi
Audience, V-27
Author, V-32
Availability, V41
Cataloging, Vid
Clearingbause Accession Number, V-43
Contraotttlant Numbers. V-51
Data Entry, 1X-iv
Descripton, V-56, V111-141. s,i
Geogesplik Source, V-62
Governmental Status, V-70
Handling md Sipping, IV-v
/Aeatifsen, V-74, V111-2-vi
Iodating, VII-v, vi
tiadilistiOn. V45
lomat Citation, V-95
_Language, V-102
Level of Availabilfty, V-109
Nate, V-172
Publication Dm., V-131
Publirntion Type, V-140
Repots Number, V-161
Selection, 01-3
--Spornoring Agency, V-165
Tide, V-179
Vocabulary Mairsenence (Descripton), V111-1-ix, a, xi
&vexatious Pages. B-5
Superscripts (Abstract), V-15
Supesviscay Approval (VDF), VI11-1-143
Supplementary Materials (Availability), V-35
Supplementary Pages, 111-12
SuMied Tr*, V-169
Support Contractors, 1-13
Supptiting Documentation,
AvailabRity, V-33
Dammam Prepamthm, 114
Survey Instruments, III-11
Synchronization (of Authority and Postings Files),

VM-1-13
Synonyms, V111-1-134
Candidate Descriptors, VI11-1-21.
Deacripton, V113-I -49
ayncernhy (Terst), V1114-74
Test, V111-1-74
UN, V111-1-71
Syntheses, 1-24

Table of Contents (Indicative Type Abstracts), VI-12
Tables,
Digests, IX-29
Documem Postulation, 11-12
Tabs, III-20
Target Audience, see Audience, Target

Teacher Mien, 8-15
Teacher Guides, 111.28, V1-21
Technical Pmblemi (Docmnair Preparatirm), B-1
Teclurical Report Literature, 111-10, B-1
Technkal Terms (DescrOtors), V111-1-50
Technology and Science (Identifier Category),

VIII-2-54
Telegraphic Semmes, VI-28, 31
Telepleme Line, IX-3
Temple**,
VDF Form VIII-1-27, 110, 113, 114, 115
Tense (Grammar), VI-15
Term Reversal Cross-References, V111-1-85
Term Split (Descriptors), VIII-1-135
Terminology Terrain (Descriptors),

VIII-1-32, 49, 77, 84
Tests, 111-10, VI-23
Testsaesting (Identifier Category), V111-2-54
Textbooks, III-12, VI-22
Thank You Letter, II-46
Theme Issues (of Serials), III-11, 36, V-94, 174
Theories/Methods (Identifier Category). V111-2-42
Thesauri,
Dreusidost. VIII-1-1
Fawkes, V111-1-1
Non-EUC V11-1-24, 2$
Rogers Thesomrsa, VI11-1-1

Thesaurus Changes and Statistical Data,
VIU-1-10, 148

Thesaurus ConstructionA Practical Manual,
VIII-1-105

Thesaurus of Aging Terminology, VIII-1-25
Thesaurus of Engineering and Sderuific Terms,

Thesaurus of ERIC Descriptors, 1-13, 20,
V11-5. 8,49, VM-1-1

Alpbabesical Display, V114. V111-1-14
Descriptor Group Displq. V114. V111-1-16
Displays. VIU-1-41
Frequency of Publkatims, V111-1-17
4fiersaviticad Display. VII-9, -15. 16
Rotated Display. V11-9, V111-1-14, 15, V131-2-12
Sample Fatty, V111-1-39
Seconslasy Ammgements. V111-1-14
Structure. VIII-1-13
Working Copy, V-55
Thesaurus of Psychological Index Terms,

V111-1-25, 2S, V111-2-35
Thesaurus of Sociological Indexing Terms,

VIII-1-25, 28
Thesaurus of Rules and Conventions (WC),

Theses
Note, V-114
Selection of. 111-12. 22
Thoroughness of Reporting (Selection Criteria).111-14
Time (in Abstracts), VI-17, 32
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Tune limns (Selection Criteria), III-15
Tide-Checking, II-37
The Control (et Documents), IV-1
Title Index, IV-3
Tkle(s), V-167, DC-12
-Abbreviations. V-169
-Anonyms, V-l69
-Akernativt, V-168
-Caphaliswien, V-178
-Compossiaaal Hewing, V-I80
-Cow Title, V-I20
--Data Entry. 1X-12
-Dap Butte, V-176
-Hump lei. V-180
-,Legis V111-2-38
-Long, V-177
-Now-EDOsh, V-168
-Fagot. 0-3
-paraika, V-168
-Amittuation, V-171
-Relationship to Ahmed.. V1-29
-Series, V-176
-Subside, V-170
-Summasy of Significant Rides, V-179
-Supplied, V-169
Titles (Literary and Artistic) (Identifier Category),

VIII-2-55, 56
To Be Published Papas, V-93
Tone-on-Tone Printing, B-12
Tools (Acquisitions), II-2, 12
Topic Sentences, VI-14
Track Associatkais, 111-24
Transfer (of Documents), II-9, 13, 15, 111-7, 9, IV-16
Transfer (of Postings). VIII-1-133, 134
Tnxisfer and Delete Software, V111-1-13
Transferred Descriptors, V111-1-41, 42, 86, 87, 133,

134, 135, 136, 137
Transient Institutions, V-81
_Note. V-I19

Translation (Author's Language into Approved
Terminology), VII-13, 36

Translations, V-119
Trimslitors, V-32
Transliteratice moo, V-169
Translucent Paper, 8-I3
Transmission,
-Digest Bill Text, DC-25 26, 38
Tnaication,
-Legislation, V10-2-41

Two-Way Hierarchical Display.
see Hierarchical Dispiay (Thesaurus)

TYPe,
--Broken, 111-18, B-11
-Dot Matrix Type, 10-18. 13-11

111-i a-t
-Point Size, 111-17. 0-11

--Smudged, 111-18, 0-11

Typographical Errors, V-31

U.S. Departmant of Education Documents, 111-10, 32
U.S. (GeognOic Source). V-59
U.S. Government Prkking Office,

see Government Printing Office (GPO)
U.S. Possessiests, VUI-2-26
UFs, see Used For (UF) Cross ReiCie0C01,

s Guide to Periodicals, V-9I
UMI, see University Microfilms Intemitional (UMI)
Underindexing, VA-51
Underlining (Abstract), V-15
Underlhing (Data Entry), IX-29
Underscom, IX-9
Undersize Pages, 111-20, B4
Lima), 111-26
UNESCO Thesaurus, VIII-1-25
UNESCO:IRE Education Thesaurus, VIII-1-3, 25
Ungrammatical Sentences, VI-32
Unit Terms, VII-2
United Kingdom Divisions, V-59, V111-2-26
United States, see U.S.
Universal Copyright Convention, II-24
Universities, VIII-2-49
University Microfilms International (UMI)
-Ankle Clearinghouse, 1-24
-Availability of lomat Articles. V-39
-Dissertation Abstracts, 111-22
-Masten Mwtreets.
-Reprint Services. 111-35

University of Chicago, III-22
Unlice (Scope Note), V111-1-60
Ui.solkited Documents, II-3
Unsuitable Documents, 111-12
Usage Relationship (RT), VIII-1-104
Use With (Scope Note), V111-1-53
Use Another Term (Scope Note), V1II-1-50
Use For (Scope Noe), V111-1-54
USE References, VIII-1-14. 31, 41, 71
-Evaluation Criteria. V111-1-74
-Runctions, V10-1-72
-Rules, V111-1-73

USW For (UF) Cross References, V111-2-5, 13
(VDF). V111-1-127

-Cooss-Raferences Relationships, V10-1-75
-Main Tenn Relatkeship. V111-1-74
-Paled Signals, VIII-141, 82
-Multiple, V111-1-88, 89
-No* v10-1-77
-Non Postability, VIII-1-89
- Pre000rdivated Upward, V111-143, 84

Relationship with Main Term V111-1-86
-Utility. V10-1-76
-Vocabulary Develnpmers Form, V111-1-31, 71, 121, V111-2-5
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User Services and Reference Manual, I-v
Users (of ERIC), 111-5
EmearaL V11-7
Groupe, V11-7

Usually (Scope Notes), V111-1-62
Utility (Candidate Descriptors), V111-1-21

VDF, see Vocabulary Development Form (VDF)
Vendor Files, V111-1-42, 86
Venn Diagrams, V11-3
Vinyl Binders, B-3
VIP Manual, VIII-1-33
Vocabulary Control for Information Retrieval,

V111-1-105
Vocabulary Coordination Procedures. VIII-1-6
Vocabulary Development Fonns (VDF), IV-30,

27, 32, 33. 110
Across-Field Modification, VIII4-132
Adios Codes, V111-1-125, 126
Adding New Tow V111-1-117
Authorities Used. VI11-1-144, 145
Broader Term Mango. VIII-1-128
Brinks Terms (ET), V111-1-122. 123
Change, V111-1-126
ammeter Set, V111-1-116
Character Linitaticen, VIII-1-116
Computer Popared VIII-1-27. 110. 113, 114, 115
Cron-References, VIII-1-120, 124
--Example, V111-1-111, 112. 113
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